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“MY BOSS AGREES WITH ME!” 





I eall the time before we sot our 
IBM Electric Typewriter “the dark 


ages —and my boss agrees with me! 


lis so different nowadays—my 
wonderful IBM helps me turn out 
the most beautiful typing ever 

in less time and with less effort. 
That means | have the time and 
energy for relieving my boss of 


more details—so my job is more 
2222222222 
_ ’ : ' 
22k ee P “" Now, my boss and [ can’t understand 


interesting, and his is made easier. 





why we didn't end “the dark ages 


' 
ages ago. 


You and your boss will probably 
feel the same way. Call your 
nearest IBM office for more 


information. 





IBM ELECTRIC 
TYPEWRITERS |...OUTSELL ALL OTHER ELECTRICS COMBINED! 




















THESE GIRLS 
WON $3500 IN THE 
1955 MISS EVE-EASE 
SELECTION 
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TERRY ARMSTRONG BARBARA J. “oo PAT FOWLER 
Dallas, Texas New York, N. Y. Atlonta, Ga. 
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Nancy M. Shea 
Springfield, Ohio 
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KAREN J. JORGENSEN 


ERMA PASQUE PEGGY REED 
e Y Seattle, Wash. |___ Long Beach, Calif. |) Minneapolis, Minn. 
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wi é L JACQUELINE C. SHIELDS IMOGENE WILLIAMS ANN WILSON 
East Oronge, N. J. San Antonio, Texas i 


Phoenix, Ariz. 
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“EYE-EASE" 

TIME AND You Can Win $1700, Nation-Wide Fame, TV and Radio 
PAYROLL Appearances, Pictures and Name in National Magazines 
been Each year the National Blank Book Company and its thou- 


prevent errors, 


sands of stationers salute the millions of lovely ladies working 
reduce eyestrain 


in offices from coast-to-coast with the selection of a Miss Eye- 
Ease. It all started from the simple fact that Miss Eye-Ease is 
easy on the eyes and so are the cool-green Eye-EKase forms, 
pads, fillers and steno notebooks that are made by National. 
Just do these simple things: 
1. Secure an Entry Folder which includes the rules and an 
Entry Form from your National Stationer (or send coupon). 
2. Fill out the Entry Form and mail to the given address with 
a photo or snapshot of yourself. 
That’s all there is to it. Ten Finalists will be selected by a 
panel of judges. The judging is done on the basis of attractive- 








NATIONAL ness, neatness, business-like appearance. Each Finalist wins 
Pri so $200. Miss Eye-Ease is then selected from the Finalists by a 

STENO nation-wide vote of National’s stationers from Official Photo- 
NOTEBOOK graphs which are taken of each Finalist by a National Blank 


makes note 


Book photographer. 
taking easier 


eet dame Miss Eye-Ease is awarded $1700. You 
Game . may be Miss Eye-Ease of 1956. Get an we 
Entry Folder today 


goewcencnnaccwecncncenennnnennnnencencnnenceeencesenencnceee scneeeeneiditaniatainilethaihiiaiaaittaaiaaimaitaaia — sf 









a — ' 
' National Blank Book Company Ss tay — ' 
‘ : / s 
‘ 181 WATER ST., HOLYOKE, MASS. -" CS ; ‘ 
‘ GAS 
! Please send me a Miss Eye-Ease Entry Folder including Rules and Entry Form. te 
: I have friends who want to enter. Please send . additional folders. 
: ‘ 
' 
Be | PPPPUT ETE Cree orerieiiite ree te et te et a a a ee ‘ 
‘ Ee eee, Om ee er eee eee ere Sere or a ee ee ee Get Your Entry Folder from 
‘ Add | Your National Stationer. 
‘ BS kc Anav.s bis a a Fi ee les ee ae Oe peal YS aiahslulsng ate-toe ohne aan ete a ha t Or send coupon below. 
ee re er Ar Cee a ws, ose oo 16 ES ecdcisn neers ewe kaa ' 
Lonmpennme niniieanneuinedeemeniatemana on onevadepensensssensneseoneseanenousesossnent 
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TODAY's 
SEARE TARY 






Qin ve + 
Hance -Cccst 


N oun CoveR—Whether you're head- 
O ing toward warmer climes for a 
winter vacation or looking ahead to sunny 
spring days—vou'll find this “go-every- 
where” cotton a versatile addition to your 
wardrobe. In an abstract black-and-white 
sunflower print, spiraled with brown, 
lime, or royal. Whitened with “petit 
point” pique. By Susan Ross. Sizes 10-18. 
Budget-priced at $11. Available at Charles 
A. Stevens, Chicago; The Broadway, Los 
Angeles; and Gimbel’s, New York. 


The Other Side of the Fence 


THE TABLES Were turned recently at 
the National Business Show when 549 
executives volunteered to have their dic- 
tation rated in a display sponsored by the 
Gray Manutacturing Company. Survey 
results: 63 per cent of the contestants 
were classed as poor dictators—mumblers, 
growlers, and slurrers. The day was saved 
tor dictators, however, with the selection 
of Bernard Devaney, of Revlon Products 
Corp., as the “Secretaries’ Ideal Dictator.” 


How’s Your Reading Speed? 


EVER REALIZE What an important part 
good reading habits play in your success 
as a secretary? We've had an entirely new 
outlook on the subject since reading “How 
Fast Do You Read?” by John Whitcomb. 

In conjunction with author Whitcomb’s 
article, the Reading Laboratory, Inc., 
conducted a reading-load survey at the 
National Secretaries Association’s Capital 
chapter workshop in Washington, D.C. 

Of the 65 secretaries who took part in 
the survey, 29 stated that their greatest 
difficulty was in concentrating and 24 
reported trouble in remembering details, 
while 14 disclosed that they had difficulty 
in organizing devails. Remembering de- 
tails but not the whole idea was a 
problem with 14 of the secretaries. 

On an average, the 65 secretaries spent 
approximately 4.3 hours of each business 
day in reading. This average was broken 
down as follows: correspondence, 2 hours; 
repors and technical material, 1 hour; 
memos, 1.6 hours: trade journals, 0.3 
hours: and other, 0.4 hours. In addition, 
members reported that they average 2.2 
hours a weck outside of business hours in 


reading material related to their jobs. 





“| said so long to shorthand blues’..so can you! 








Diane was smart—she chose a boss 
Who gets his work and words across 
With Dic taphone TIME-MASTER.* Boy, 


To type dictation’s sure a joy. 


I « 


2 





yy he 


ese Dictabelts,”+ she says, “are clear. 
As easy as a phone to hear. 
hoose my volume, tone and speed— 


From shorthand’s squints and squiggles freed.” 








To overtime she’s said goodbye 
Cause his TIME-MASTER’s always nigh. 
He never has to fume and wait 


Each works at will and rarely late. 








SI 


(¢ 





1e’s said “‘so long” to shorthand blues— 
And now you know what boss to choose. 
Jr better tell the boss you've got 
About TIME-MASTER. Well, why not?) 








* TIME-MASTER—favorite dictating machine of secretaries and bosses. t Dictabelts 


Dictaphone’s 


exclusive plastic record vstal-clear unbreakable hlable 


DICTAPHONE...FIRST IN SALES AND SERVICE OF DICTATING MACHINES THE WORLD AROUND 





DICTAPHONE 


TIME-MASTER DICTATING MACHINE APwoNs 
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TIME MASTER 


soeeeeveeeeeeeeeeeeeeveeeeeeeeeeeeeeee ® 


DICT APHONE CORPORATION, Dept. TS-16 
120 Lexington Ave., New York 17, N.\ 


Please send me all the facts about how my boss and 
I can work easier and better with Dictaphone TIME. 
MASTER, 


And don’t forget to send, FREE, my copy of Letter 
Perfect—the 84-page secretary's handbook. (Regular 


price: 50¢) 


Your Name 


ty Ws ks oc 0.00 centenncds cute 


eT, 6 6.0% 206080004 Keekdbuednien 


City & Zone...... re .. .Prev. 


eeeeveeeveeevneeeeoeeeea ee ee eee eeee 
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RITE-LINE copyruoiper 


e SAVES EYESTRAIN 

e PROMOTES ACCURACY 

e INCREASES PRODUCTION 

e TAKES COPY UP TO 20" 

e HOLDS NOTEBOOK 

e FITS IN DESK DRAWER 

@ LINE MAGNIFIER EXTRA 

Send for FREE Booklet describing 

RITE-LINE COPYHOLDER 


r——-MAIL COUPON TODAY-~—~“ 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C 





| Please send me a free copy of your Folder. 














| 
| 
| Name | 
| Address__ | 
| city monn Zone—— State : 








Why 
Tri-Ply? 


Ask any 
Topflight Secretary! 





You'll get this enthusiastic advice: Get the 
ONE ERASER that corrects ALL writing 
errors neatest, fastest— Weldon Roberts 
Eraser No. 399 Tri-Ply. By far the best and 


most-preferred typists: eraser. Named for its 
THREE RUBBER PLIES. Center layer is 
soft gray rubber for erasing ink writing and 
typed “originals.” Two outer layers of soft red 
rubber erase carbon copies, smudges and pen- 
cil writing. 


(Ask your ofhce manager or your stationer for 
Weldon Roberts Eraser 399 TRI-PLY. most 
versatile of all erasers for secretaries. (Also 
made with whisk brush attached—NO. 3900 
rRI-PLY WHISK) 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7, N. J. 


World’s Foremost Eraser Specialists 








Se 


Correct Mistakes in Any Language 








THE BOSS SPEAKS OUT 





ERHAPS there is no such thing 
Px a perfect secretary, but 
thousands of executives try to hire 
one, and thousands of girls want to 
become one. This emphasis on per- 
fection may be a little extreme, but 
it has served to establish the sec- 
retarial position as an important 
one, offering tremendous opportun- 
\itv and potential. Today, a sec- 
| retary can be proud of the position 
she holds. and her success will de- 
pend on the use she makes of the 
opportunities offered her. 


A Goop sECRETARY—I'l] avoid the 
“perfect” label—is three things to 
an executive: a public relations 
| representative. a staff assistant, and 
his “office memory.” All three are 
important to a smoothly run office 
and a_ successful 
ployee partnership. 
As public relations representa- 
|tive, a secretary should first get 
|to know her boss’s personality, In 
effect, she should become his “alter 
ego.” Then she can act on his be- 
half, when necessary. 
| In the matter of correspondence, 
|a secretary must combine her pub- 
| lic relations role with that of a staff 
| assistant. By screening her boss’s 
| letters, she can bring to his atten- 
tion any impatient note that might 
creep into a dictated letter. 

Business courtesy is vital, and 
yet pressure will often cause the 
busv executive to overlook sending 
out a graciously written “thank 
you” or “you're welcome.” A good 
secretary will help him remember 
such niceties. In addition, she will 
develop the capacity to answer 
other correspondence for her boss, 
without dictation. 

As staff assistant, she helps to 
get things done, by tactfully “fol- 
lowing up,” either by phone or let- 
ter, to see that her boss’s requests 
and orders are carried out. 


employer-em- 
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Secretarial Position Offers 


Great Potential 


BY JOHN E. 


KUSIK 


Vice-President, Finance, Chesapeake & Ohio Railway Company 


label falls into 
First is the daily 


The “memory” 
two categories. 


follow-up system, and second is the 


maintenance of an efficient and up- 
to-date filing system—in effect, an 
office library. 

A top-notch secretary is also a 
well-educated one. This does not 
necessarily mean a formal educa- 
tion. By reading good books, by 
increasing her vocabulary, and by 
keeping alert to developments in 
her company, her city, and_ the 
world in general, a secretary can 
constantly improve herself. 

Experience is the greatest teacher, 
in the secretarial field, just as in 
any other. However, in the “me- 
chanics” of secretarial work, occa- 
sional refresher courses and on-hand 
reference books are excellent aids. 
They do their part in -helping 
a secretary maintain a high stand- 
ard of performance, and they 
offer added incentive for self-im- 
provement. 


JUST AS I WAS SEARCHING FOR A 
CLEVER PHRASE or two to end this 
piece, J.C. Thompson, C&O's per- 
sonnel services officer, walked into 
my cffice. I couldn't resist asking 
him about his requisites for a good 
secretary. 

“A secretary must be a ‘cracker- 
jack’ at shorthand,” he said, “an 
above-average typist, and a good 
grammarian. She must be able to 
meet people, screen visitors and 
calls, and do everything in her 
power to minimize the work load of 
her boss. 

“Here,” he continued, smiling, 
“is a thumb-nail sketch of what 
every man wants in a secretary—a 
high-school diploma, a college de- 
gree, one year of business school, 
ten years of experience, all wrapped 
up in a girl who is twenty-three 
years old, charming, and attractive!” 

What more could any boss add? 





EYES FRONT | 


all the time with Line-a-time 





Line-a-time puts copy you’re transcribing 
right before your eyes. That’s the natu- 
ral way to read. And that’s the natural, 
most restful way to type—with eyes front. 
Line-a-time enables you to do 15 per cent 
more work without pushing harder, work- 
ing longer...eliminates the eye fatigue 
and strain of side-view transcribing. 

See how much Line-a-time can mean to 
- you and your boss. Available on seven- 
day free trial. 

F r Write to Remington Rand, Room 1133, 
; 315 Fourth Avenue, New York 10, N.Y. 


Memington. Fran 


DIVISION OF SPERRY RAND CORPORATION 
















TODAY’S SECRETARY e@ January, 1956 


uw 








SMART COPY CATS 


find the line .. . everytime 
with FLICK a LINE 


ONLY $5.95 prepaid 


he 
ws 

















Right or Left! High or Low! 
Simply reverse the panel in the slot 


Fits in slotted base for four positions .. . 


Combines every desirable feature 
for good copy work. 


Inclined masonite panel 83," x 14” 
Rubber wheel operates line finder 
Genuine walnut base with 

pencil groove and book ledge 


FRANKLIN TABLE COMPANY 


116 N. 4th St., Louisville 2, Kentucky 





AUTOMATION 
IN DUPLICATING 


IS HERE! 


.. at the touch of 
@ button you can print 
710 copies per 
minute 





AUTOMATIC ELECTRIC 


SPIRIT DUPLICATOR 


if é Aiway Viak 


pre 


THE HEYER CORPORATION 
1864 S. Kostner Ave., Chicago 23, til. 
i Please send free booklet and details on Automati 

























Ask the Experts... 





| 
Q. When tvping ona portable typewriter, 
x 

sit be tter to remove the mac Air eorto leave 


tin the case 


{. Because the portable is so light and 
may skid when the carriage is thrown, 
most typists prefer to leave it in the 
| base of the case to give the machine 
added weight and stability. lf. however, 
one were typing on a smooth surface 
(such as a dining-room table). the type- 
writer is just as likely to skid with the 
case as without it; so, it wouldn't make 
any difference. Most portables, though, 


are used on card tables. in which in- 





stance it is probably better to leave the 
| machine in the base of the case. 





Q. 1 am se 


status and would like to know how to answe 


retary to two men of equal 
my telephone. I don't like to use both names 
as they are quite long. Since the men are 
advisers to the Plant Manager. it was sug- 
gested that I say “Staff Office.” I could tell 
hy the pause at the other end of the line, 
though. that this startled some people. They 
said that. since the employees call each other 
by their first names, this sounded stiff and 
overly formal. 

Recently. | have been using my extension 
number in answering. tu hich. so far. seems 
satisfactory. Do you have any better sug- 


gestion 7 


A. There is really no uniform practice 
in such cases; the best guide is the 
preference of the men for whom you 
work. 

In our double-duty 
secretaries give the name of the depart- 
ment (similar to your “Staff Office’). 
Where, for reasons like yours, this is 
not acceptable, they use the extension 
number instead. This is usually satis- 
factory to the 


company, most 


person who has just 
dialed the extension number and there- 
fore has it firmly in mind. 

Other possibilities are: 

“Plant office” (if that is what it is) 

“North office” (if it has any 
physical designation) 


such 
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“Mr. Jones. 


sequence ) 


Mr. Smith” (alphabetic 

1 wish I could give you a flat. one- 
way-only answer. but the method you 
are using——stating the extension num- 
ber—is as good a solution to your prob- 


lem as any other. 


Q. K ould you please Zite me some quali- 
fications for becoming a public stenographer. 
I understand that there are certain requtre- 
ments that must be met to qualify for such a 


Position 


{. There are no formal qualifications 
or requirements for becoming a public 
stenographer. All you need is enough 
skill to get out more work than other 
people do, enough initiative to risk such 
a career. and enough intelligence to un- 
derstand what your clients want done. 


Q. A 


handed the receptionist fis 


salesn an entere d OouT offic é and 
( alling card. 


The receptionist announced him and _ re- 


turned his card. Was she correct in doing so7 


{. The receptionist should have asked 
the caller whether she might retain his 
card for her file. 





Q. What is the correct way to date a letter 
that is dictated one day and typed the next? 
Should the letter be dated the day it is 
dictated or the day it is typed? 


r Unless otherwise instructed, a secre- 
tary should date a letter the day it was 
dictated, not the day it was transcribed. 
Letters often contain references to “to- 
day,” “tomorrow,” “this afternoon,” that 
would not be correct if the date were 
changed. Even though the secretary edits 
her notes to make the changes corre- 
spond with the change in date, some slip 
is likely to occur. 


QO. A well-dressed young woman applied 
x 

for a room at a house on which hung a sign 
“Boarders 


though there were several rooms available 


reading: Accommodated.”  ALI- 


and the woman offered to pay in advance, 


Business English ..... E. Lillian Hutchinson 
Secretarial Practice ... Alan C. Lloyd 
Business Law ....... R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 
Typewriting ......... Harold H. Smith 
Business Arithmetic .. Vivian W. Kline 
| ere Charles E. Zoubek 
 Seerrerre reer Gilbert Kahn 





he proprietor refused to admit her. Can she 


ue for damages * 


{. No. for this is a boardinghouse as 
hotel. A hotel- 
keeper does not have the right to dis- 
criminate, 


distinguished from a 


whereas a_ boardinghouse 
owner may grant or refuse accommoda- 
tions to whomever he pleases. 


QO. The numbers on our company’s pur- 
x 

chase orders are written: letter, space, and 
five figures (J 58825). When referring to 


these orders in correspondence, 'm never 
sure whether or not to put a hyphen between 
the letter and the numbers. 


1. Since each of these numbers repre- 
sents a particular purchase order, it is 
better to type them as they appear on 
the order. This makes checking easier. 


( Ta 
<— 
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Q. How can I overcome nervousness when 
x 

taking Civil Service shorthand tests? I am 
fir Force 


and take dictation and transcribe notes on 


employed as a clerk-typist in the 


the job without any difficulty at all. As soon 
as I try to take the Civil Service exam, how- 
ever, | become so nervous that / cant read 


e notes I have written. 


t/ 


{. Almost everyone is when 


he must take an examination, and un- 


hervous 


fortunately there is not too much you 
can do to overcome this. 
One way you can counteract this 


nervousness to some extent Is to develop 
a good reserve ol speed. That is. if the 
examination is to be at 100 words a 
build your speed up to 120 
words before you take the test. In that 
way. you will be able to take the dicta- 
tion with legible notes even though you 
ire 


minute. 


nervous, 


). How much notice s/ 


give his boss before leaving 7 


{. Two weeks is usually considered 


proper notice when an employee plans 
to leave his job. If, however. a worker is 


paid on a monthly basis. then business 
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etiquette considers it proper to give one 
month’s notice. The more important the 
job one holds, of course, the longer the 
notice that should be given. There are 
some companies that prefer the em- 


plovee to leave immediately after he 
has given notice, paying him for the two- 


week period. 


Q. When a secretary composes and types 
x 





letters but her employer signs them 
his 


{lso. u hen he goes ona trip but leaves dic 


should 
still be shown as the dictator? 


initials 


tation with his secretary. should she type his 


initials or the initials of the person u ho will 


sign his work? | 


A. If the executive signs letters that 
are composed by his secretary, his ini- | 
tials should as the dictator, 
since the responsibility for the content 
is still his. 

Mail dictated by an executive prior 
to leaving on a trip should bear his 
initials. 


be shown 


Again, the responsibility is his. 
The person signing the letters without 
doubt will the dictator's name, 
adding his own initials below the sig- 
nature. 


sign 


Q. 


and easily 


K ho would de ve lop Spee d more quit kly 
a person with a light touch ol 


one with a heavy touch? 


A. The lightness or heaviness of touch 
really isn’t too important in building 
speed, as every modern typewriter has 
an adjustable touch control lever. Many 
of us do believe. though, that the heavy- 
handed typist may have a slight edge. 
His fingers are more likely to “bounce” 
off the keys than are those of the person 
with a light, soft touch. 

Q. Frequently. | must address envelopes or 
the city in which | 
they will be mailed. Would it be correct tf 


instead of writing out the city and state each 


cards to clients re siding im 


time, | wrote just the word City? 


A. Although using City in place of the 
full of the city 
save time and effort, it would not be cor- 





name and state would 


rect to do so. 


'#) Since the beginning of business offices. 
=" ‘ | 
employees have been bringing home for per 
sonal use, Sut A supple S ads paper pe nels, 
carbon paper, ty pe writer ribbons. et li an 

| 
employer wanted to be technical, are these | 
employees guilty of theft. although they take | 


nothing of real value? 


ol 


When a person unlawtully takes posses- | 


{. The crime larceny is committed 
sion of goods belonging to another and 
carries them away with the intention of 
converting them to his own use. 

The value of the article 


the 


has no bear- 
ing 


on crime. A person who steals 
5 cents worth of goods is just as 
guilty of theft as the person who steals 


$5.000. 


Continued on page 46 
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Secretary 


An ERASERSTIK won't 
teach you how to spell— 
but it will whisk away 
spelling mistakes that even 
the best Secretaries ac- 
cidentally make. 
Assuming you have been 
well-trained by a good 
Secretarial school, your 
A.W. FABER ERASERSTIK 
will help you turn out 
beautiful, mistake-free 
letters without “ghosts” 
or frizzles. 


ERASERSTIK gets into 
narrow spaces, takes out 
one letter without blur- 
ring the word. Give 
yourself the advantage 
of ERASERSTIK and put 
yourself in the way 

of a better paying job. 
Pick one up at your 
Dealer today. 


7099—10¢ 
7099B with brush 20¢ 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3 


CE) U.S.A. 


SERVIC 


7099 
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learn easier, 


underwood 


underwood 


Why future lady executives 


Why? Mostly because the Underwood is designed to 
make teaching easier. 

The new Underwood Standard and Electric Type- 
writers have features which mean speed and accuracy 
come more readily and naturally. 

All Underwoods have conventional scales—customary 
left and right-hand margin settings—maximum visi- 


bility—PLUS... 


FEATURES FOR THE ADVANCED STUDENT 

GOING INTO BUSINESS 

¢ Paper Table Centering Scales. 

* Diamond Settings (Standard Only) for properly 
placed short, medium, and long letters. 

¢ Minimum hand travel keeping fingers closer to 


the keyboard. 
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UNDERWOOD CORPORATION 


Sa 
RWOOD 
ey 





One Park Avenue, New York 16, N. Y. Underwood lLtd., Toronto 1, Conada 


faster on Underwoods 


Let us demonstrate the new Underwood Standard and 
the new Underwood Electric. See for yourself why 
they are superior teaching tools. There’s no obligation. 
Call your Underwood Office (you'll find the number in 
the Yellow Pages of your ’phone book) or mail the 
coupon below. 
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Dr. Earl G. Nicks, Manager 

Business Education Division 
Underwood Corporation 

One Park Avenue, New York 16, N. Y. 


Please send me further information on 


the new Underwood 150 |_|} 


| would like a demonstration of 
the new Underwood 150 |_| 


NAME AND TITLE 


the new Underwood Electric [_] 


the new Underwood Electric 





SCHOOL 





SCHOOL ADDRESS 





CITY ZONE STATE 
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“Thrilling, wonderful, exciting,” says Jane Rupert of her job as secretary to Duke Stewart, 


manager of the Hotel Fontainebleau 


e ad He DOES IT FEEL to be secretary to the manager of 
Miami one of the world’s most luxurious hotels? Pretty twenty- | 
five-vear-old Jane Rupert is full of superlatives about her job 

at Miamis famous beachfront palace, The Fontainebleau. ) 

“Thrilling, wonderful, exciting,” the brown-eved honey-blonde ' 

' Beach girl savs. Jane Rupert has been secretary to Duke Stewart, 
renowned host and manager of The Fontainebleau, since the 

first guest arrived in December of 1954. And so far, accord- i 

ing to this deeply tanned secretary, the glitter of that opening 

Secretar dav hasn’t dulled one bit. | 
Vy “During my first few weeks I watched them put the finish- 

ing touches to the hotel,” Jane says, “and it seemed to me 

like the final dabs on a beautiful painting.” The Fontainebleau 

is built in quarter-moon shape with the concave side looking 

BY STANLEY ENGLEBARDT out over acres of gardens, the swank cabana club, and the 
colorful Atlantic Ocean. The other side overlooks Indian 

Creek, part of the intracoastal waterway, with its docks for 

guests vachts and, in the distance, the beautiful island 
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JANE’S DUTIES 





VAY ENCOMPASS ANY THING— 


from taking dictation 
from one of the hotel's businessman-guests .. . 





i 


‘ 


homes of Miami Beach. Each of the Fontainebleau’s 
365 rooms and suites has its own balcony with a view 
of miles of entrancing tropical seascapes. At the 
cabana club of the hotel there is a magnificent 
Olympic-sized swimming pocl, with underwater win- 
dows for bathers to look out and sightseers to look 


in. It is no wonder Jane uses superlatives! 


ORIGINALLY FROM LIMA, OHIO, Jane Rupert came to 
Miami Beach and The Fontainebleau in a roundabout 
wav. She attended high school in Lima, where she 
took a commercial course. The school recommended 
her for her first job as secretary-receptionist for a 
local doctor. 

A short time later, Jane’s family moved to West 
Virginia, and she went with them. Nearby was the 
Greenbrier Hotel, an outstanding resort, and Jane 
applied at the personnel office for a job. They hired 
her as an assistant in the reservations office, and 
after two years she was promoted to secretary to the 
assistant general manager of the hotel. 

But Jane had a yen to see different places. “I’m 
not flighty,” she explains, “and I loved working at 
the Greenbrier. It’s just that there is so much to 


see, and | was anxious to get started.” Jane moved 


to discussing the day’s activities 
with the Maitre Bouche. 





on to New York City, where she landed a job in the 
executive offices of a large insurance company. They 
liked her work. but Jane kept hearing about “glamorous 
Florida.” Six months later, deciding that there must 
be a need for secretaries in Florida as well as any 
place else, Jane packed up and drove south. In Miami 
Beach she read about the new Fontainebleau, then ‘in 
the early stages of construction, and decided to apply 
for a job. Jane contacted her former employer at 
the Greenbrier, who sent along an excellent letter of 
recommendation. She then made an appointment to 
see Duke Stewart. He interviewed Jane, liked what 
he saw and heard, and hired her! 


WHEN ASKED IF THERE WAS ANY DIFFERENCE between 
working in a hotel or an insurance office, Jane elab- 
orated on some of the -more interesting facets of 
hotel work. 

“There’s no comparison,” she said. “Although here 
at The Fontainebleau I take dictation, do typing and 
filing as I would in any office, you can't really call me 
just a secretary. Mr. Stewart sometimes refers to me 
as his administrative assistant, and at times I may be 
called upon to be anything from a fashion consultant 
to an etiquette adviser!” 
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Jane went on to explain. “A guest may call the 
manager's office and ask, “What do you think I should 
wear in the Chez Bon Bon (the coffee shop) at break- 
fast?” Often I take the call and explain that slacks, 
pedal pushers, or a sun dress is appropriate but a 
bathing suit isn’t advisable except at the cabana 
club, which has its own dining terrace. Within another 
few minutes I may be called on to take some dicta- 
tion from a businessman-guest who needs an important 
letter in a hurry and hasn't time to contact a public 
stenogapher. My next hour may be spent walking 
around the hotel’s landscaped acres in search of Mr. 
Stewart, who has the habit of moving about as if he 
were on roller skates.” 

Jane then recalled an incident of the night be- 
fore. “A woman, who was dressed formally for dinne1 
in the La Ronde room, accidentally got grease on 
the hem of her dress while getting out of her car. 
You guessed it, I came to the rescue with cleaning 
fluid. In a few minutes I had the grease removed, we 
had a thankful guest, and I had performed another 
unsecretarial chore.” 

It is evident that there is plenty of variety in 
her work. But Jane seems to eat it up and ask for 
more. Her day officially ends at five-thirty, but often 
she is still at the office at six. “Some days are so 
hectic that | have to spend extra time at the office 
just to clear m\ desk.” 

One thing Jane is thankful for is Mr. Stewart’s 
dictation habits. “There’s never any pressure in 
that department. He usually gives me a brief out- 


line of what he wants— (Continued on page 53 









One of the few hotel facilities 
that Jane uses is the 

Chez Bon Bon (coffee shop) for 
early-morning breaks. 


Even the daily mail takes on added glamour 
when delivered by a hotel bellhop attired in an 
elegant Fontainebleau uniform. 





Jane drives to work each morning 
from her apartment on the other side of Indian Creek 
just a short distance from the hotel. 

















if You Can | You Can Take These Per Cents of Dictators 


And You Can‘t 





Just 
Barely 


Fairly 
Easily 


Total You 
Can Take 


Take This Per 
Cent of the 
Dictators: 








Write This —— 
Speed for | 

3 Minutes: | Easily 
50 wam | 0% 
60 wam | 0% 
70 wam 1% 
80 wam | 10% 
90 wam | 20% 
100 wam | 40% 
110 wam 60 %/ 
120 wam 70% 
130 wam 80 
140 wam 90 % 


1 %o 
9 o 
10% 
15% 
20% | 
15% 
10% 
12% 
8 %o 
5 %o 


1% 
10% 
20 % 
40 %/o 
60 “/ 
75 Vo 
85 %o 
95 “/o 
98 /o 

100 % 


| 0% 
wae! 
| 9% 
| 15% | 
20% | 
20% | 
15% 

13 %e 

10% 

| 5% | 











99 Vo ° 
90 “/o 
80 % 
60 “/ 
40 %/o 
25 “/o 
15% 
5 %o 
2 /o 
0% 











Is Your Shorthand Speed 


Fast knough? 


From a Report by DR. H. H. GREEN, Northwestern University 


AVE 


just hi 


YOU EVER wondered 
w much shorthand skill 


IS necessary 


H 


a } 
qi Speed 
i | 


in order to 

a successful stenographer in the 
business world? Pe rhaps you have 
often wished for some sort of reli- 
r chart of actual dicta 


| 
ible gauge « 


tion speeds as they exist among 
businessmen Perhaps, too. vou 
have wondered how your own 


speed in taking shorthand compares 
with the speed needed to take the 
dictation of the average boss 
The above chart. which repre- 
sents data developed by shorthand 
spec ialists. will enable vou to see at 
a glance what per cent of dictators 
vou would be able to keep up with 
It is based 
on an analysis of the actual dicta- 


tion of businessmen who were dic- 


at your present speed 


tating their regular correspondence 
in their own offices to their own 
stenographers. Their speech—word 
for word, with all the interruptions, 
directions. and repetitions involved 


12 


in actual dictation—was recorded 
exactly as it was uttered. 

The chart is a graphic and clear- 
cut illustration of the fact that there 
is a very definite relationship be- 
tween shorthand speed and the 
ability to compete for jobs. The 
more speed shorthand writers have, 
the more secretarial positions are 
open to them. For example, the 
stenographer who can take dicta- 
tion at 120 words a minute, has 
sufficient skill to handle the dicta- 
tion in 95 per cent of secretarial 
jobs. 

One of the most noteworthy out- 
comes of this study is a fact that 
may not at first be evident: there 
is real job opportunity for almost 
every shorthand writer. Even per- 
sons who achieve only a 60-word-a- 
minute skill will find that they can 
manage the dictation of 10 per cent 
of the dictators—the slowest 10 per 
cent, to be sure, yet a very real 
group of men who do need steno- 
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graphic help to get out their work. 

Another phase of the study (not 
shown in the chart above ) revealed 
that there are similar patterns in 
the rates of all dictators. All dic- 
tate slowly, gropingly, at times. All 
speak fluently but cautiously at 
times. All speak fluently and confi- 
dently at times. All sprint enthusi- 
astically at times. The average sus- 
tained speed is about 95 wam. 

The survey further revealed that 
the average dictation period is 
about 10 or 11 minutes. In_ that 
time the dictator will give 4 or 5 
consecutive letters—the average let- 
ter takes 1.66 minutes to dictate, 
with 25 per cent of the letters tak- 
ing more than 2.5 minutes and with 
10 per cent taking more than 4.5 
minutes. Obviously, a spurt writing 
speed good for a minute or so is 
not enough; the stenographer must 
be able to sustain top speed for at 
least 3 minutes and fluent cruising 
speed for at least 5 minutes, 








The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


The kight Job—The Right Way 


HE PERSONNEL DEPART- 
_ MENT is a vital part of any 
business concern. and it is here 
that you—as a prospective employee 
—usually make your first contact 
with a company. Here you learn 
about the company’s aims and ac- 
tivities; here you discover whether 
there is a job opening that interests 
you. Your decision to accept a job, 
however, should not cause you to 
sever all connections with the per- 
sonnel department. For Personnel 
is still interested in vou—both as an 
employee and as a person. 
Perhaps, after you've been with 
a firm for a certain length of time. 
you mav decide that you'd like a 
transfer to another department. Or 
maybe you feel that you deserve a 
promotion, and one dcoesn't seem 
to be forthcoming. In either case. a 
chat with the personnel department 
may smooth the wav to the desired 
change, as it did in the case of one 


of our secretaries. 


\BouT A YEAR AGO, Louise Ander- 
son came to mv cflice and suggested 
that she be considered for the posi 
tion of secretarv to our new vice 
president. Mr. Alexander, When | 
asked her whv she wanted to leave 
Mr. Black. her present boss, she 
replied that after three vears she 
could handle the job so easilv that 
it offered little in the wav of chal 
lenge or interest. Also. Mr. Black 
rarely dictated, so her shorthand 
and transcription had suffered, She 
really felt that she was ready for 
something bigge 


Her external appearance and pel 


sonality indicated that Louise would 
be a good candidate for the job. 
However, I knew that Mr. Alex- 
ander needed a secretary who was 
a real whiz at shorthand; and I gave 
Louise a brief test. She seemed to 
take the dictation without any dif- 
ficulty, but her typed letter was 
another story. It was neatly done, 
but she had missed some of the 
dictation and had made no attempt 
to substitute for the words she had 
missed. Her test showed that she 
wasnt the girl to work for Mr. 
Alexander. 


I suGGEsTED TO Loutse that if her 
ambition was to handle a job with 
more dictation she should take a 
brush-up course in shorthand, Hap- 
pily, she agreed; and six months 
later. when there was a job opening 
in the executive department Louise 
was considered. Another test  re- 
vealed that her shorthand and tran 
scription had improved greatly; and 
since this job involved neither the 
speed nor volume of the first one 
| gave Louise her chance. Now 
she is very happy in her new job. 


THE TIME MAY COME When vou, 
like Louise. mav feel that there is 
need for a change. You shouldnt 
hastily decide to quit vour job 
Take the time to find out what vou 
firm can do for vou. First of all 
talk things over with vour boss 
telling him frankly why vou desire 
a new job. In some cases, he may 
have bigger plans for you. If he has 
no further plans tor you and you 
have done a good job and been 
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with the firm for a_ reasonable 
length of time, he will probably 
suggest that you speak with some- 
one in the personnel department. 


REMEMBER, HOWEVER. that to get 
a transfer or promotion vou should 
have a good record in your present 
job. The personnel department can- 
not recommend you for another job 
if your previous work record, atti- 
tude. or attendance are the least 
bit questionable. And, if you al- 
ready hold a top-notch secretarial 
job that pays well, you may find 
that vou will have quite a wait 
before the right opening occurs 
Turnover in high-paying jobs is low 
Or. if the job vou desire is in a 
specialized field, the personnel de- 
partment may recommend that vou 
take courses that will help vou 
prepare for the job vou want 


PERSONNEL MAY HELP you solve a 
number of other problems. too. Pet 
haps they can find an easier way 
for vou to come to work. or tell vou 
how to cope with the secretarv who 
sits next to vou and insists on bor 
rowing vour stationery all dav long 
Thev mav be able to find vou a 
place to live—one that meets your 
budget or even a roommate to 
share that cute apartment. They 
can offer advice on insurance pro 
grams and savings plans guaran 
teed to keep vou solvent and secure 

The personnel department of yout 
company is alwavs ready to help 
vou in anv way it can, For it is well 
aware that the best emplovees are 
happy emplovees 
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BY JOHN P. WHITCOMB 


How fast 
do you read? 


\ YOU READ of the stories about secretaries to 
important people, you may have noticed that al- 
most every one of these top secretaries is confronted 
with an overwhelming amount of mail. If the boss is 
a celebrity, it’s fan mail that whitens her desk; if he’s 
an important executive, she'll have, in addition to the 
regular business correspondence, humerous reports, 
advertisements, and various types of trade literature 
to wade through. You may well wonder how these 
secretaries have time for anything but reading mail. 
The answer can be only one thing—these girls have 
learned to read rapidly. 

Being able to whiz through reading material may 
sound like a pretty ordinary achievement. Maybe it is, 
but few Americans seem to have the ability. You'd 
probably be surprised to walk into a modern office 
building and see secretaries pecking away at their 
typewriters and using only two fingers. Yet most secre- 


How do you think your reading speed com- 


pares with other people's? If youd like 

to check yourself, note the time before you 

start this article. Then read as fast and as 
carefully as you can. At the end of the “ 
article you will find directions for check- 

ing your speed and testing your under- 
standing of what youve read. 


taries—most people, for that matter—are still in the 
hunt-and-peck class when it comes to reading. 

An organization that endeavors to help people learn 
to read faster is the Reading Laboratory in New York 
City. According to the Reading Laboratory experts, 
the average reader plods along at about 250 words a 
minute. Yet, with the proper training (a short, 21- 
hour course such as is given at the Reading Labora- 
tory), the average person will double his reading 
speed. Some of the Laboratory’s pupils have even 
nudged the 1,000 words-a-minute mark. 

One fine day recently we visited the Reading Labo- 
ratory to find out how its instructors can produce such 
remarkable results. Kenneth Baldridge, the director, 
showed us such devices as the flashmeter, which trains 
readers to see more words at a glance, and the reading 
accelerator, which descends over the page to hurry the 
reader along. As we watched an important-looking 
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cenutleman who was sitting before one of the machines, 
\ir. Baldridge pointed out that busy executives were 
the first to become interested in this training. They 
realized that time is worth money and, if they and 
their employees could learn to read faster and thus 
accomplish more in less time, the reading course would 
quickly pay for itself. But, Mr. Baldridge added, the 
interest in better reading habits has spread, and 
all sorts of people all across the nation are now becom- 
ing aware of the need for improved reading and are 
doing something about it. Besides the Reading Labor- 
atory, which now offers courses in New York and Phil- 
adelphia, many colleges and universities are holding 
classes in reading improvement. But even without a 
course, you can step up your reading speed consider- 
ably if you work at it on your own. Here are some sug- 
gestions the Reading Laboratory has offered. 


Fins’, READ BY GROUPS OF. WorRDs. And, the more words 
in a group, the better. You may have noticed that, as 
vour eyes move across a line, they make a series of 
stops. It is only when your eyes stop or pause that 
your brain receives the message that you read. As with 
a local train, these stops slow you down, and so it is 
important to make fewer stops if you wish to improve 
your reading speed. The slowest reader stops at al- 
most every word. His eyes tire quickly, and he re- 
members little of what he has read. The average reader 
will make six to eight stops a line, while the fast reader 
will make only two to four. The more words you can 
absorb at a glance, the fewer stops and starts will be 
required of your eves—and the less likely you will be to 
suffer from eyestrain. According to the experts, eve- 
strain is caused by the stops and starts our eyes make, 
not by speed, 

You will also find it easier to comprehend what you 
read if you make fewer stops. This is because your 
brain receives larger groups of words—perhaps a whole 
phrase that contains a complete thought—and can in- 
terpret such a “thought unit” much more easily than if 
the words were to come to it one at a time. 

Here's an interesting tip. You can actually take 
in more words at a glance if you try not to focus 
directly on the words. Try to look just above or below 
the line of print. 

Another technique is to “break away” from a line 
about one-eighth of the way from the end and to start 
the next line about one-eighth of the way in, so that 
you concentrate on the center of the printed column. 
Try to make your eyes sweep rhythmically across the 
lines and down the page. As with any other acquired 
skill, the more rhythmically your body works, the bet- 
ter your mind can concentrate on important matters— 
in this case, the content of what youre reading. 

Try also to avoid rereading. If you practice ab- 
sorbing more words at a glance, you'll find less and 
less need to go back over parts you've already read. 

Of course, if your vocabulary is slightly under- 
nourished, you are handicapped in your reading. One 


word can be the key to a whole paragraph. Stopping to 
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look up puzzling words may slow you down now; but, 
as your vocabularly enlarges, you will be able to get 
the meaning faster and your speed will pick up con- 
siderably. If you can grasp the general idea of a word 
from the way it is used or if the word is not essential 
to the meaning, jot it down and look it up later. 

As a secretary, you are confronted by a mass of cor- 
respondence, reports, trade magazines, and what-have- 
you that you may not need to read thoroughly. But you 
may want to read all the correspondence merely to 
know what must be attended to first. Or you may want 
to skim articles in trade magazines just to get the gist 
of them—or to find out whether or not you care to read 
them. You want to be able to get the meat from this 
material—and as quickly as possible. 

Suppose you received a circular describing a new 
product. The first thing you would do is to glance over 
the pages, noting the titles and any subtitles or lines 
in darker type. Ask yourself: “What should I look for 
in this? What is the author getting at? Are there parts 
I ought to pay particular attention to? Are there parts 
| might profitably skip?” Glancing over the pages first 
gets your mind set to absorb the details. Then you are 


ready to read the material rapidly or just to skim it. 


SKIMMING SHOULD NOT BE CONFUSED WITH RAPID READ- 
ING. In a sense, skimming is not reading at all; and 
often the person who claims to read at over 1,000 
words a minute is really skimming. Skimming involves 
spotting the key words that will give you the meaning. 
To get the gist of the new-product circular, you could 
skim it quickly by running your eyes vertically down 
the center of the printed columns, zigzagging from 
left to right to pick up key words. (You can practice 
this type of skimming by drawing a line down the 
center of a newspaper column and, with the line as a 
guide, moving your eyes down the column, picking out 
the key words.) Look for the nouns and verbs to give 
you the meaning, and ignore the other words. 

If the advertising circular is well organized, with 
headings, darker type, etc., you may want to skim it 
just for the main ideas or to get the general trend 
of thought. In this case, read horizontally but con- 
centrate on the headings and on the ends of para- 
graphs, where authors frequently put their conclusions. 
In other words, you are looking for what the writer is 
saving but not his reasons for saying it. 

\ secretary who is highly skilled in both reading 
and skimming can make her job much easier. She will 
find that she not only does a faster and better job 
but that her work is more enjoyable because she has 
more time to learn all about it. But a good reading 
speed isn’t. however, merely a nine-to-five asset. It 
will make newspaper reading and all other leisure 
reading and studying more pleasant and profitable. 

If you will devote about a half hour a day to con- 
centrated practice, you should be able to increase your 
reading speed 100 words a minute in about six weeks. 

STOP! Check the time and turn to page 47 for scor- 


ing instructions. 
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Pick your spot, 


pack a bag, 


push a button. 
and otf you oO On 


week-end 
vacation 


RE “JANUARY NERVES” get- 
A ting you down? Want to avoid 
the “February Doldrums”? Then 
join the increa ingly large number 
of Americans who are taking winter 
vacations, some on a grand tour 
(two-week edition), others on a 
series of week-end holidays. Time 
was when only those with travel 
money for train, plane, or ship 
could avail themselves of this lux- 
ury, but today (and for far less 
cost than ever before) the merry 
motorist can have his winter fun. 
Automobiles take travel holidays 
out of the champagne-and-trutfles 
class and make them possible for 
coffee-and-doughnuts budgets, too. 

Happily for “travel bugs,” the 
modern car has been deliberately 
engineered to work smoothly and 
safely in the cool-to-cold winter 
climate prevalent in most parts of 
our country. Antifreezes, winter- 
weight lubricants, snow tires, de- 
frosters, and Packard’s new “tor- 
sion-level” car with built-in skid 
control, are some of the weather- 
wise developments that add to the 
fun of winter touring. 

With this growing procession of 
motorized “miracles,” travel has no 
season. You can take your winter 
vacation where you find it, in the 
north or in the south. 
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According to Claudia Addison, 
director of women’s activities for 
the Packard Motor Car Company, 
the week-end motor tour is a penny- 
wise way to sample the fun of win- 
ter driving. Even on comparatively 
brief trips, you can cover plenty 
of territory by driving a reasonable 
distance each day. Seasoned car- 
tourists prefer to start early and 
get off the road before five o'clock, 
to assure a large choice of restau- 
rants and tourist residences to fit 
budget and taste. In a well-traveled 
area, advance reservations for over- 
night lodgings are recommended. 

From her own travel diary, Mrs. 
Addison offers these jottings as trip 
tips for the budget-bound tourist. 


New England and North Atlantic 
States 


MAINE, VERMONT, NEW HAMP- 
SHIRE, MASSACHUSETTS, CON- 
NECTICUT, RHODE ISLAND, NEW 
YORK, NEW JERSEY, PENNSYL- 
VANIA 


Wonderful country for lovers of 
invigorating scenery and authentic 
early Americana. Span centuries 
and see where our earliest history 
was made by taking the Freedom 
Trail tour of historic Boston. Stop 
at Fraunces Tavern and Trinity 
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Church in Manhattan, at Indepen- 
dence Hall in Philadelphia. The 
Gettysburg National Military Park 


is open to winter visitors. The 
mountains of New England are an 
ideal place for skiing and toboggan- 
ing. There are ski-jumping con- 
tests, too, and winter carnivals ga- 
lore. Seaport towns like Marble- 
head or Salem have a special tang 
for landlubbers. 

History mingles with breath-tak- 
ing scenery throughout the whole 
northeast. Driving up to Albany 
along the bank of the Hudson Riv- 
er, with mile after mile of majestic 
scenery unrolling like a ribbon, you 
can take brief side trips to Beacon, 
Kingston, Newburgh, and other 
Revolutionary War sites. At Cats- 
kill, you'll be greeted by the ghosts 
of Rip Van Winkle and Washing- 
ton Irving. Return via Cooperstown 
to visit the baseball museum, colon- 
ial handcrafts exhibit, and _ the 
home of James Fenimore Cooper 
on the shores of Lake Otsego. 

A really different tour is a visit 
to the Farmer’s Market in Lan- 
caster, Pennsylvania, for a glimpse 
of the good “plain people,” the 
Pennsylvania Dutch Amish and 
Mennonite folk in their austere 
black costumes, the men bearded, 
the women bonneted. And _ the 
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can learn a whole 
i00d vocabulary from Apple Kuch- 
en to Schinken (sausage) with a 
stop along the way for Shoo-Fly 
Pie. 


csourmet new 


Middle Atlantic States 


MARYLAND, DELAWARE, DISTRICT 
OF COLUMBIA, VIRGINIA, WEST 
VIRGINIA 


Year-round tourist attraction is, 
of course, the nation’s capital, fea- 
turing the Capitol Building itself, 
the White House, the Lincoln 
Memorial, and other national 
shrines and monuments. The Naval 
Academy at Annapolis is a “must- 
Baltimore, with its rows of 
distinctive white-stepped, red brick 
houses, is one of the country’s oldest 
cities. Our national anthem was 
composed here at Fort McHenry, 
after the unsuccessful attack on the 
city during the War of 1812. 

Mount Washington's 
home and burial place, is open to 
visitors all year. Students of the 
War Between the States will want 
to look into tours to Manassas, 
Richmond, Fredericksburg, Chan- 
cellorsville, and Appomatox Court 
House. At Williamsburg, Virginia, 
guides in charming period costumes 
point out some of the finest ex- 


see. 


Vernon, 






- 


Sg, Ce fey 4 * et 


SOUTH... 


amples of Southern Colonial archi- 
tecture, restored to all its original 
beauty. Horse lovers will delight 
in a trip to Warrenton, Virginia, or 
Lexington, Kentucky, with a visit to 
a fine racing stable. 


South 


NORTH AND SOUTH CAROLINA, 
TENNESSEE, GEORGIA, ALABAMA, 
MISSISSIPPI, LOUISIANA, FLORIDA 


Florida is a wintertime mecca 
for sun-worshippers from many 
states. If you prefer to avoid the 
well-trodden path to the usual re- 
sort areas of Miami, Miami Beach, 
etc., try the west coast of the state 
for a pleasant change, anywhere 
from Pensacola to Cape Sable. 

The Ringling Brothers Circus sets 
up winter quarters at Sarasota, 
complete with exhibitions and short 
performances. At Tampa, the Gas- 
parilla Festival in early February 
commemorates the old bold days of 
the pirates. Costumed “despera- 
does,” solid citizens under their 
three-cornered hats and _pirate- 
pantaloons, “invade” the city with 
parades, fairs, and merrymaking. 
The Florida Keys are still relatively 
unspoiled and are reached via the 
Florida Freeway, a three-hour drive 
unparalleled in scenic beauty. 
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Week-end trips 
can be fun— 


and inexpensive 





In Mississippi and Louisiana, the 
stately ante-bellum mansions of the 
plantation owners stand as lovely 
relics of a vanished way of life. 
Pre-Civil War town houses can 
be seen at the Battery in Charles- 
ton, South Carolina, and up the 
Ashley River north of the town. 
For gaiety, atmosphere. and “the 
time of your life,” there’s the 
famous New Orleans Mardi Gras. 


North Central 
MINNESOTA, 
MICHIGAN, 
OHIO 


IOWA, WISCONSIN, 
ILLINOIS, INDIANA 


> 


When the weather gets really 
cold, a visit to the states surround- 
ing the Great Lakes can be a 
tour of cities, rich in historical, cul- 
‘ural, and amusement centers. You 
can almost see Abraham Lincoln 
striding along the roads of [linois. 
At Galena, the home of General 
Grant, preserved as it was in his 
lifetime, is now a state memorial. 
A week-end visit to a major city like 
Chicago need not be any more ex- 
pensive than a country tour, Mu- 
seums, galleries, public concerts, 
and the many excellent, yet sensibly 
priced restaurants and hotels pro- 
vide inexpensive enjoyment. 

The winter carnival at St. Paul, 
Minnesota, in late January, spot- 
lights the excellent skiing, skating. 
and tobogganing in that area. Nor- 
way, Wisconsin, is another big 
winter-sports center. Visitors to 
Rochester will certainly not want to 
miss the famous Mayo Clinic 
Museum of Health and Medicine. 
Dearborn, Michigan, with its mu- 
seum and Greenfield Village, a typ- 
ical 1850 settlement, is open to 
tourists the year round, Public tours 
through the automobile plants are 
conducted on most weekdays. In 
Ohio, visit Cleveland’s renowned 
museums of automotive history, art, 
and natural history. 


West and South Central 


MONTANA, IDAHO, WYOMING, NE- 
VADA, COLORADO, NORTH DAKOTA, 
SOUTH DAKOTA, NEBRASKA, KAN- 
SAS, MISSOURI, ARKANSAS 


This part of the country is 
noted for some of the largest and 
best-known of our National Parks, 
many of which are open all vear, of- 
fering limited but adequate accom- 
modations and services and an op- 
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portunity to see Nature in her 
winter-whites. In Colorado, Mesa 
Verde, with its fascinating Indian 
ruins, is accessible at all times. The 
Black Hills of South Dakota, though 
not a National Park. maintain tour- 
ist services. Here. the gigantic 
sculptured heads of Washington, 
Jefferson, Lincoln, and Theodore 
Roosevelt are carved out in epic 
proportions on Mt. Rushmore. 

In spectacular Zion National 
Park in Utah’s canyon and desert 
country, you'll see dramatic natural 
rock formations. At Yellowstone 
in northern Wyoming, 60 miles of 
road are kept open from Gardiner, 
Montana. to Cooke at the northern 
end of the park. even during the 
winter. Rocky Mountain National 
Park not only keeps lower roads 
open all year, but also is a center 
for winter sports in the Hidden 
Valley area. Even a brief listing 
of winter sports should not omit 
skiing at Aspen, Colorado. 

Don't overlook visits to urban 
centers like Salt Lake City with 
its Temple, pride of the Mormon 
faith .. . historic Carson City .. . the 
colorful entertainments at the Ak- 
Sar-Ben Coliseum in Omaha, Ne- 
braska... the Eisenhower Museum 
at Abilene, Kansas .. . the Truman 
home in Independence, Missouri 
..or, for a literary flavor, a trip 
to Hannibal, Missouri, and the 
home of Mark Twain. 


Southwest 


TEXAS, OKLAHOMA, NEW MEXICO, 
ARIZONA 


If youre seeking winter sun or 
a dry climate, this is your country. 
Here youll find warm days and cool 
nights. The Spanish influence gives 
a piquant flavor to food, architec- 
ture, and way of living, though 
Texas, of 
itself. 

Indian relics will intrigue the 
traveler from the Navaho National 
Monument near Tuba City, Arizona, 
to Taos, New Mexico. At the San 
Ildefonso Pueblo, near Santa Fe, 
the Animal and Comanche dances 
are held in late January. This pu- 
eblo is also the home of Maria 
Martinez,-whose black Indian pot- 
tery is world famous. 

Guided caravan tours visit the 
Alamagordo atomic-bomb crater. 
The Painted Desert of Arizona, 
which includes the Petrified Forest 


course, is a law unto 
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and several Indian reservations, is 
an adventure in color and American 
history. Carlsbad Caverns, the 
southern rim of the Grand Canyon 
(the northern rim may be snow- 
blocked ), Platt National Park in 
Oklahoma, all welcome the visitor 
throughout the year. 

At Ft. Worth, Texas, an indoor 
rodeo and stock show in late Janu- 
ary gives a taste of the “Wild Fron- 
tier.” Don't sidetrack San Antonio, 
city of the Alamo, where Davy 
Crockett (and others) fought and 
died in the struggle for the inde- 
pendence of Texas. And _ tourists 
don't require visas or passports to 
visit Juarez, Mexico, where the bull 
ring presents its thrilling spectacles 
all year. 


The Far West 


WASHINGTON, OREGON, CALIFORNIA 


Oregon and Washington, with 
their imposing snow-capped peaks, 
strange deserts, and rocky coast 
present Nature at her grandest. The 
south and west entrances to Crater 
Lake National Park are open in 
even the snowiest weather. The 
slopes of Mt. Hood give skiers a 
wonderful run, and Timberline 
Lodge is a famous recreation cen- 
ter, as is Mount Rainier National 
Park. In March, the salmon run, a 
fascinating sight, begins at Bonne- 
ville Dam near Portland. 

From its cool northern = red- 
earth mountains to its semitropical 
southern extremity, California is a 
state of contrasts. Sophisticated 
San Francisco and fabulous Los 
Angeles vie with the natural beau- 
ties of the Mission and San Bernar- 
dino Valleys to bring the tourists 
an unfolding panorama of scenic 
surprises. The old Spanish missions 
along the Camino Real have histori- 
cal significance and great beauty. 

In Lodi, visitors are welcome at 
most of the 20 wineries for which 
this area is famous. There’s cross- 
country skiing at Lassen Volcanic 
National Park. Sequoia and Yo- 
semite National Parks attract winter 
sports enthusiasts from California 
and neighboring. states. 

Feel inspired by these travel 
tips? Ready to “take off” for dis- 
tant parts? Just a yen to travel, 
a little imagination, and a small 
amount of folding money—and you, 
too, can enjoy a winter vacation 
week end. 
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OU'RE A SECRETARY—per- 

haps one of the white-collar 
wonders who skillfully keep things 
running smoothly in a bank, insur- 
ance company, or bubble-gum man- 
ufacturing concern. You like your 
work, but possibly you've always 
had a yen to know a little more 
about the professions. Maybe you 
once wanted to be an attorney 
yourself, or thought of becoming 
a modern Florence Nightingale; or 
perhaps you'd like to be in on ex- 
citing engineering marvels, oil pros- 
pecting, or the tense, who-dun-it 
atmosphere of a courtroom. These 
and many other fascinating oppor- 
tunities are open to the gals or lads 
with the speedy pens. 


THESE DAYS, MANY SECRETARIES ARE 
BECOMING SPECIALISTS. In return 
for the extra training required, they 
are obtaining engrossing positions 
where they can enjoy the full flavor 
of glamorous professions without 
the arduous years of training re- 
quired for their bosses. And, in ad- 
dition, most of these secretaries are 
enjoying fuller pay envelopes than 
less skillful writers. All that is us- 
ually required—in addition to pro- 
ficiency in the regular secretarial 
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Shorthand 
Reporter 


specialist positions! 


skills—is familiarity with the unique 
terminology and procedures of the 
occupation. This training can be ob- 
tained in evening classes or from 
books that can be studied in your 
spare time. Some bosses will even 
give on-the-job training, though— 
naturally—the better your back- 
ground, the higher your salary. 

If you like shorthand and are 
willing to work to build up your 
speed to the 175- to 200-wam level, 
there are some wonderful opportun- 
ities available to you. And incomes 
of $10,000 or more! These are 
earned by shorthand reporters— 
those highly skilled men and wom- 
en who make verbatim records of 
all court proceedings, important 
meetings, conferences, and conven- 
tions. 

To learn more about the various 
specialized shorthand careers, To- 
DAYS SECRETARY surveyed employ- 
ment agencies all across the coun- 
try. The response was a unanimous 
clamor for qualified shorthand re- 
porters and for expert secretaries 
who had additional training in the 
fields of medicine, law, engineer- 
ing, and oil. 

The specialties of oil and engi- 
neering are rather new, and in only 
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Shorthand Targets 


Why not aim for one of these exciting shorthand 


BY ELSINOR WHITNEY 


a few areas are courses available. 
The University of Kansas, for in- 
stance, offers courses in pertoleum 
geology and in abstracting and leas- 
ing procedures, which provide a 
great deal of the necessary back- 
ground for oil secretaries. Perhaps 
colleges in your area offer similar 
courses. Most engineering and oil 
secretaries obtain their training by 
the slower on-the-job method. 


ON THE FOLLOWING PAGES We are 
giving you a chart containing job 
information and the survey's find- 
ings on legal and medical secre- 
taries and on shorthand reporters. 
It was interesting to note that em- 
ployment agencies frequently com- 
mented that, for all the special sec- 
retarial occupations, a pleasing per- 
sonality and good grooming can be 
equally as important as training, 
in influencing prospective employ- 
ers. From a Pittsburgh agency came 
this additional note: “Initiative is 
another tool that many young sec- 
retaries should learn to use. The de- 
sire and/or ability to take responsi- 
bility without being told what to do 
and how to do it is worth at 
least fifty extra dollars a month in 
a secretary's pay.” 
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Where You 
Might Work 


What Job Is Like 





Working Conditions 





For a large law firm, 
which would have elaborate 
offices and many employees 

In a small office, as Girl 
Friday to one or two lawvers 

In the legal department of 
any big concern, 


This depends to a large extent on 
whether you work for a big concern or 
small law office. 

In a large company you will have a 
great deal of dictation. will have many 
legal forms to type. You will be free from 
continual telephone interruptions and will 
have little contact with the public. You 
will probably become a specialist in the 
specific types of cases your boss handles 
(patents, damage claims, marine law, 
etc 

In a small office your work will be less 
routine, more exciting, and at times more 
hectic. In addition to taking dictation 
and typing, you may do some_ book- 
keeping and handle other office details. 
You will probably have considerable con- 
tact with clients, many of whom will 
want to tell you their troubles 

Your work will usually be quite varied 
as varied as vour boss’s clients’ problems. 
You will learn about all the law entangle- 
ments an individual is likely to become 
involved in and will find much of this in- 
formation interesting and perhaps per- 
sonally helpful. 


In a large company you will have 
similar conditions to those in any large 
firm in your area. There will probably be 
definite policies regarding overtime, vaca- 
tions, and benefits 

In a small office your hours may not 
be as regular as those of the legal secre- 
tary in a large company because you 
have greater responsibility. You are the 
only one who can do the work. This may 
cause a bit of inconvenience when you 
are ill or on vacation, but has its com- 
pensations in that you are “‘in” on every- 
thing that’s happening and always are 
satisfyingly aware of the important part 
you play in the office’s smooth operation. 

Benefits, vacation time, etc., will de- 
pend on your particular employer. 

> 





While most medical secre- 
taries work for physicians, 
dentists, or hospitals, medical 
secretaries are also in de- 
mand by publishing firms 
that put out medical books 
or magazines, pharmaceutical 
health insurance 
companies, the medical de- 
partments of large firms, and 
authors who specialize in 
medical or scientific fields. 


houses, 


If you work for a physician or dentist, 
you may be the whole staff: a combina- 
tion receptionist - secretary - bookkeeper - 
medical assistant. You check appoint- 
ments, keep track of patients’ visits, pre- 
pare bills, write up case histories, handle 
letters and orders, keep tabs on supplies, 
and, in general, act as good-relations 
agent for your doctor. You may also assist 
with some medical details, although this 
work is becoming more and more technical 
and usually requires specific studies. 

If there is also a medical or dental 
assistant on the staff, your work will be 
primarily concerned with secretarial and 
record-keeping work and billing. 

If you work in a hospital, your job may 
be much like that of a secretary in busi- 
ness. You may be in a personnel depart- 
ment, purchasing department, or similar 
office. Or you might be in the midst of 
hospital atmosphere as a _ secretary in 
surgery. Your dictation will vary in 
quantity and difficulty of terminology de- 
pending on the department you are in. 





If you work for a physician or dentist, 
you will probably wear a white uniform. 

Your hours will depend on the doctor’s 
office hours. This may entail working cer- 
tain holidays, evenings, and during office 
hours on Saturdays. Some specialists, how- 
ever, have no evening hours, others only 
one or two nights a week. Your hours 
will not always be those lettered on the 
door, either. Patients have a way of 
arriving at the last minute, and you must 
be just as charming then as you were to 
the first patient. 

To compensate for evening work, medi- 
cal secretaries usually have some morn- 
ings or whole days free. 

If you work for a hospital or medical 
firm, you will wear regular business 
clothes, will have definite hours, holidays, 
and benefits. 








Beginning reporters usu- 
ally start work for a report- 
ing firm. Often, after they 
have gained enough experi- 
ence and are confident of 
their ability, they go out on 
their own as free lancers. 
Reporting firms sometimes 
give them assignments and 
the reporter pays the firm a 
certain percentage of his fee 
for the job. In other cases, 
reporters work on a salary 
basis for a reporting firm. 

Many reporters pass Civil 
Service exams and work for 
Government bureaus or com- 
mittees. 

Others win official ap- 
pointment to the courts. In 
addition, court reporters 
often take free-lance assign- 
ments in their spare time. 
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Reporting can be one of the most 
fascinating of occupations. Free-lance re- 
porters will be called to lawyers’ offices 
to take depositions (testimony outside 
court); they will record labor negotia- 
tions, educational conferences, conven- 
tions, municipal meetings and hearings; 
they will report in some of the lower 
courts that have no official court reporters 
and will occasionally substitute for or 
supplement the official reporters in the 
higher courts. 

Government reporters usually work for 
a specific bureau or department, record- 
ing its hearings, meetings, and investiga- 
tions. 

Official court reporters have extremely 
important and responsible positions in the 
courts, for their records contain all the 
evidence and charges that will be the 
basis for future appeals. They report all 
sorts of cases—from holdups and accidents 
to family troubles—sometimes humorous, 
often thrilling, occasionally educational. 
The level of the court that employs the 
reporter determines the type and serious- 
ness of the cases. Naturally, the higher 
the court, the more important the case 
and the greater the responsibility for the 
reporter. 
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Working conditions vary widely, de- 
pending on the particular reporting job. 
A free-lance reporter may keep irregular 
hours, often recording evening confer- 
ences, or occasionally meetings on week 
ends or holidays. However, a free-lance 
reporter's time is his own. His schedule 
may be a bit erratic, but he can take time 
off whenever he pleases. 

An official court reporter usually works 
more or less regular daytime hours. He 
has summers off; for many courts, like 
schools, are closed during the summer 
months. 

A reporter’s job does not end once the 
notes have been taken. He or she must 
then prepare a transcript, which may be 
needed in a hurry. This can mean hours 
of typing on into the night. Many busy 
reporters farm out some of the typing 
chores to others, for a typical transcript 
is likely to run 50 to 100 pages or more. 
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tvped on the reporter s wn tine ‘ will be familia vith the light! i sper | takes les ie and take turns m pre icin 
utter the court has adiourned. Fre voca lar Lise K the eed fhort t ‘ d a pleasant dictation. Others attend meeting 
juently several copies wil me re st ects discussed ea ‘ u im ¢ ited leccures, speeche t take oot t 
quested; sale of these will add con Although more men than B : wee they practice with rac special 
siderably to the re porters income women have entered — this Othcial urt reporter lM tl phonograpl record irctation am 
An official court reporter receives field, there is plenty of oy higher t suall nust have ore dictation is the surest way t 
i fixed salary; but he, too, is paid portunity for capable womet eed { 200 or bett build high speed 
so much per page for opies of the reporters. . knowledge f imple medica Consult i lee (, Reportin 
transcript. Therefore, his income is terms names of bones. commor Course by Charies Lee Swem wn 
usually far above his stated salary. sympton arising from injury, and official reporter for the New York 
ill the major anatomical structure Supreme Court. You ilso wish 
is helpful to the reporter who records to subscribe to The National Short 
cases involving accidents and dan hand Reporter, the magazine of the 
ige suits protession 
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BY E. LILLIAN HUTCHINSON (KEY TO TEASERS ON PAGE 46) 


WOPAS / can be teasers 


What Adding “ing” May Do 
How are the following pairs of words spelled when ing is added? 


1. hop, hope 3. mop, mope 5. bar, bare 7. strip, stripe 9. sing, singe 


2. plane, plan 4. dote, dot 6. pine, pin 8. tub, tube 10. grip, gripe 


Find the Slips 


Find the actual errors in grammar or the awkward constructions in these sentences. 


1. Your transcript is neither accurate or neat. 5. This coat is not as warm as I thought it would be. 

2. The explanation» was so ridiculous that I could not 6. Between each subject in the file, place a colored 
help but laugh. guide card. 

3. The reason why she did not win a promotion was 7. The members of the Club exchanged gifts with each 
her tendency to reveal confidential information. other. 

1. To really be a good secretary means knowing some- S. We do not know if there is time to place another 
thing about a great many things. order. 


Singular or Plural? 


Some of the following words are singular; some are plural. Write S after the singulars, and write in 
the correct plural below each word. Write P after the plurals, the correct singular below. 


1. basis 2. data 3. cupful 1. alumnae 5. stimulus 6. sheep 7. dice 8. taxi 9. news 10. lens 


Which Goes Where? 


Each of the following sentences may be correctly completed by inserting both words in one of the 
pairs of similar-sounding words. 


delegate, delicate defer, differ devise, device 
dents, dense dependence, dependants formerly, formally 
1. Our sales engineer is trying to ................ A RINIROT wcsccncesanecens to record the speed of the machine. 
. , it was necessary that all new members be ................ introduced to the Club. 
Be RMD aca thideenuessas representing the Woman’s Club was dressed in a ................ blue gown. 
Rm eer 72 in the fender were made when I ran into another car in the ................ fog. 
5. Because of the heavy demands of his ................, it is unwise to put any ................ on his ability to pay the note. 
OG See oocesme making a decision for a week; then our opinions may not ................ so widely. 


Some Queries on the Alphabet 


1. What two letters of the alphabet, falling together, 1. Name several words that should be pronounced with 
ire pronounced as one letter? a long u sound (as in human) but that are often 
2. What consonant is always followed by the same mispronounced. 
vowel? 5. What letters of the alphabet are used as words as 
». Name some words in which s is pronounced sh. well as letters? 
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BY CAROLYN WARREN 


SOME 
LIKE PT COLD 


If you're searching for New Horizons 
why not set your sights on 


a Secretarial Position in ALASKA 


GUESS EVERYONE has a little adventure bug 

way down deep inside him or sometime in his life 
is bitten by one. What stirred mine up was an article 
on Alaska, for I had always wanted to travel to the 
Land of the Midnight Sun. It said, “One of the great 
charms of this top-of-the-world country is that it 
truly is America’s Last Frontier, affording adventures 
at every turn. In keeping with this spirit, informality 
is its theme.” 

That night as I lay in bed, that little bug kept 
stirring around inside me, and the words “adventure 
at every turn” and “informality the theme” kept ring- 
ing in my ears. They,intrigued me. 


I HAD A VERY NICE SECRETARIAL POSITION with an in- 
dustrial firm in Milwaukee, Wisconsin. But a day 
or two later I found myself in the Wisconsin State 
Employment Service Office inquiring about openings 
in Alaska. They gave me the usual Government Form 
57 to fill out, and escorted me into the next room for 
a Civil Service Examination. One month later I had 
an interview with the Veterans Administration Per- 
sonnel Director in Milwaukee for a job opening in the 
Veterans Administration Education Department in 
Juneau. After a flurry of letters back and forth, the big 
day finally arrived. There could be no greater thrill 
than it gave me to receive the letter from Alaska’s 
capital city saying that a two-year contract was mine! 

I had obtained the job, but don’t be fooled into 
thinking it’s easy to pull up roots in your homeland, 
leaving all your friends and relatives behind. Even 


though there were many good-by parties and a great 
deal of entertaining, I had the “squeamie meamies” 
in my stomach up to the last minute, especially when 
I boarded the transport for Seattle. 












As the plane pulled away and the staunch little band 
of good friends waved at me from Mitchell Field, 
I felt this was it. I had really made the break. So 
away with any qualms! 

After a three-day stop in Seattle, my 2,000 air- 
mile trip was about over; and I was soon circling 
the airport in Juneau where a smaller group of new 
friends had come to greet me—my Alaskan employer, 
his boss and wife. It was a very gracious beginning to 
a new life, and it made me feel that here in Alaska 
people were indeed hospitable. 


My NEW HOME PRESENTED AN ENTIRELY DIFFERENT AT- 
MOSPHERE from that in which I had been living. From 
a city of approximately 600,000 population, I was now 
in a town of 8,400 friendly people. From the flat and 
rolling hill country of Wisconsin, I had been trans- 
ported to the edge of the Gastineau Channel, a part 
of the powerful Pacific, with breathtakingly beautiful 
snow-capped mountains towering all about me. And 
from spending two hours a day commuting back and 
forth to work, it now took a five-minute walk to get 
from my new home to the office. I had to pinch myself 
to realize I was here, actually sitting behind a desk 
in Alaska! 

The office is a typical Government setting, although 
the Veterans Administration in Juneau has a much 
smaller staff than most larger cities in the States, 
considering the fact that this is the Regional Office 
for the entire Territory of Alaska. 

With a few minor variations, my duties are prac- 
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tically identical with those of my former position. 


The hours are the same. 

As to salary, I was hired as a GS-4. This, even 
including the 25 per cent differential for the high cost 
of living, is almost exactly the same as that in the 
States—it all seems to even itself out. In other words, 
[ obtained the position for a salary of $3,175 a 
vear, plus 25 per cent more for the added cost of 
living. 

The glamour of seeing a foreign country more than 
suffices for the change, but there are other aspects 
of the job that are definite advantages over a similar 
position in the States. The 25 per cent for the 
added cost of living is not taxable by the Federal 
Government. Then, too, because I was hired from the 
States, | have a paid vacation back to Milwaukee (and 
return) every two years. In the event | wish to re- 
turn permanently to Milwaukee, my contract stipulates 
that my fare home shall be paid, plus the expense of 
shipping the household goods i accumulate here. The 
Government, too, offers a group insurance policy for 
very littke money per month, as do many private in- 
dustries in the States. 


Mlost OF THE JOBS AVAILABLE TO SECRETARIES IN 
ALASKA are Governmental. The ratio of those employed 
in private industry is low, for there are very few 
private industries here. 

Most of the Government agencies interview their 
secretaries in the States and pay their way up here 
on a two-year contract (1 found out after I arrived 
that most of the personnel is obtained either from 
some point on the West Coast or from Seattle, which is 
a closer distance to Alaska ). 

If you are interested in a_ position in Alaska, 
see your local State Employment Office representa- 
tives or write to the Civil Service Commission, Wash- 
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ington 25, D.C., for particulars. The Air Force, 
with bases all over Alaska, generally has many sec- 
retarial openings. Since passing my Civil Service 
Examination, I still receive communications from 
the Air Force Office in Chicago on job openings in 
Alaska. 

The Territory, too, employs secretaries. Their 
salaries run a little lower and include only a 15 per 
cent differential for the high cost of living, but one 
must still take an examination for positions of this 
type. Secretaries are hired from a_ register. How- 
ever, a job may not be immediately available. For 
further information on jobs offered by the Territory, 
and which agencies are involved, write The Alaska 
Merit System, Box 201, Juneau, Alaska. 


THERE IS ONE WARNING I should like to give to all 
secretaries wishing to come to Alaska. Do not come 
here and expect to slide into a secretarial position 
tne day you arrive! There may just possibly be an 
opening, and you would be very lucky if there were; 
but, again, you may have to maintain yourself for at 
least three months or longer before a position would 
be available. 

Many people have the false impression that Alaska 





































Scenic beauty abounds in the capital city of 
Alaska, nestled between Mts. Juneau and Rob- 
erts. (Photo by Dr. Walter Massey) 


The author in front of the skaters’ cabin looking 
toward the Mendenhall Glacier near Juneau. 
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is the land of opportunity and that they will get 
rich quick by merely coming here. But unless you 
know someone in Alaska who can help carry you 
through, it is most unwise to pay your way here and 
then find you have to borrow money to go back home 
because of failure to find a position. I have seen 
college graduates wandering aimlessly about, finding 
a day’s work here or there just to cover the bare ex- 
penses of living. Some of them baby-sit or work as 
waitresses, and even jobs of that type are not al- 
ways available. Before they are through, they usually 
have to wire to Dad for passage back to the States. 
It is much safer to have your job lined up before 
you arrive. 


RENTS, FOOD, AND CLOTHING are about 25 per cent 
higher than in the States (or the Government would 
not allow the differential ). However, I have found that 
by budgeting carefully and watching sales items, food 
and clothing can be purchased at more reasonable 
prices. To prove this, | recentiy added two beautiful 
hats to my wardrobe—$17.75 and $16.75 items for 
$4.99 apiece—a real find! 

Because of my most important hobby—writing—I 
prefer having an apartment to myself, but by sharing 


Members of the Juneau Ski 
Club ride the snow cat, “Oola,” 
to the top for the thrilling zig- 
zag journey down. 


One of the author's friends, 
Judy Brown, an Alaskan na- 
tive Indian, leaves the of- 
fice after a day's work as 
secretary at the Alaska De- 
partment of Health. 


a place with one or two others, rent costs can be cut 
considerably. It is almost impossible to state the 
range in rent, although you will get nothing livable 
under about $60 a month for an apartment. Naturally 
there are a few exceptions, but they are “holes in 
the wall,” so to speak. If a secretary wishes to live 
comfortably, she must have a warm and cheery 
place in which to stay. 


ROOMS CAN BE OBTAINED for about $45 a month, but 
these are quite confining, and do not give much chance 
for moving about. When I first came up here I took 
a room at one of the hotels, which offered a perma- 
nent rate, after three months, of $75 a month. This 
has since been raised to $85 a month, It includes 
clean towels and bedding, maid service and _ tele- 
phone, light and heat, and a _ private bathroom. 
My present apartment includes a small kitchen, a 
bathroom, a large living room, which magically 
changes to a bedroom when I pull out my hide-a-bed, 
two closets, and a storeroom. 

Because I command an excellent view of the Chan- 
nel, the mountains, and almost the entire city, I pay 
$95.50 a month. But the pleasure my living quarters 
have afforded me is worth the extra money. The orange 
sunrises behind the tall, snow-capped mountains in 
the wintertime, for instance, are seen from my win- 
dows, and the whole fascinating panorama of the 
activities of the city as well as the Channel are there 
before me—the graceful boats that come and go, the 
little Alaska Coastal planes, and all the traffic and 
lights of the city of Juneau! 


IT MIGHT BE MENTIONED HERE that we in Juneau do not 
live in igloos. Neither do we have dog teams, for 
the weather is much too warm (we are in the same 
weather belt as Seattle) and the facilities are much 
too modern. I mention this because, after I arrived 
in Alaska, I received a letter from a friend who said, 
“If there’s anything you need, like nylons, don't 
hesitate to write me, and I'll send them to youl!” 
I told her that one Juneau store features Lilly Daché 
hats, so I was sure we'd have nylons! 

We are living in a 20th century capital city, with 
theatres, radios, playgrounds, hotels, restaurants, 
telephones, lights, a library, apartment buildings, 
two good hospitals, and excellent schools. Near Fair- 
banks, at College, Alaska, is situated our modern 
University of Alaska, and another Methodist College 
is being currently planned for Anchorage. 

We do not have TV, but Anchorage, Fairbanks, and 
Ketchikan do; and it might surprise you to see some 
of the thoroughfares and lovely, up-to-date homes in 
all our larger Alaskan cities. 

Because of the size of our Capital, we often rub 
shoulders with distinguished visitors who come here. 
Most of them are entertained at an open house at 
Governor B. Frank Heintzleman’s mansion, Everyone 
in town is most graciously invited to these functions. 
Typical Alaskan hospitality! 


(Continued on page 50) 
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BY EDITH M. DEAN 
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The Other Side 


BY MARGARET OTTLEY 
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How fast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Ten of the Manual, 
this material is counted in groups of twenty “standard” words each, so that you can estimate your reading speec 
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From the line of Rinaldo, Ltd., of 
Dallas—soft and silky Swiss honana, 
fashioned into a smart, lightweight 

suit. Jacket clasps the waist 

gently—skirt is cut close, in perfect, 
slender symmetry. For an added touch of 
elegance, tiny tucks enhance the collar and 
hip pockets that are edged in self fabric. 

In dove gray, sizes 8-18. $39.95. 

{t Ann Rigick, New York; Silo’s, Morris Plains, 
N. J.; D. H. Holmes Company, New Orleans; 
Pat McKenna Shop, New Bedford, Mass.; 

Best and Company. 
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RESORT-WEAR 


Above: Washaple pink cotton knit jacket. Reverse it 
and you have a satin finish Everglaze cotton print to 
match the skirt. By Nelly de Grab. Skirt, sizes 8-16, 
under $15. Jacket, sizes 10-18, under $11. Pink cot- 
ton camisole. under 86. At Marshall Field's, Chicago: 
}.P. Allen, Atlanta; and Boyd's, St. Louis. 













Right: Koret of California features a group of Calypso 
sportswear—machine washable and press jree. This 
smart cardigan jacket and slim skirt come ina natural 
nubby-finish cotton. An exotic Trinidad print in rich 
earth tones is used for the boatneck blouse and sash. 
Skirt, $5.95. Blouse, $3.95. Jacket, $7.95. Sash, 
$1.95. Sizes 10-18. At The Emporium, San Francisco; 
Rollin’s, Detroit; and Lord and Taylor, New York. 
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FASHIONS 


From Heatherlane’s resort collection of separates by Melba Hobson comes a skirt 
and jacket costume of gold cotton tweed. Jacket is finished with a band at the 
bottom, has a big “Little Jack Horner” collar and an over-all air of perfect, un- 
cluttered tailoring. Sizes 8-16 and 7-15. Skirt, about $9. Jacket, about $18. At Jays, 
Boston; Rothschild-Y oung-Quinlan, Minneapolis; and Desmond's, Los Angeles. 


Change-about co-ordinates by Shirley Faulk of Algene are guaranteed wardrobe 
stretchers for any winter vacation. Natural chino is combined with multicolor beige 
paisley in this group. Side-buttoned flared skirt with two pockets, $3.98. Shirt, 
$2.98. Shorts, $2.98. Lined, boned camisole, $1.98. Bermuda shorts, $2.98. In sizes 
10-18 and 9-17. At Auerbach’s, Salt Lake City; Johnston Shelton, Dayton; and 
Maas Brothers, St. Petersburg, Florida. 
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FOOTNOTES FOR 


JANUARY is a month of wonderful sales, a chance 
J to pick up some tremendous bargains if you shop 
wisely. Perhaps, you're one of the girls who, remem- 
bering their aching feet as they picked out that last 
Christmas tie or waltzed the good-night number New 
Year’s morn, have resolved to treat themselves to new 
shoes come sale time. If so, youll get much more 
value for your hard-earned dollars if your selection 
is both fashion-wise and comfort-wise. 

For comfortable, trouble-free footing you'll be 
smart to choose a pair of well-made, all-leather 
shoes and to select a style that is right for the 
occasion. This means recognizing dressy sandals and 
spike heels as after-office attire, choosing attrac- 
tive medium-heeled shoes for working hours, and in- 
vesting in sturdily constructed flats for your play 
time. If you are shopping for wear-to-work shoes, 
bravely pass up anything unsuitable, no matter how 
adorable it is. 


THE AVERAGE SECRETARY covers between five and seven 
miles a day and should wear shoes that pamper her 
feet during this morn-to-night marathon. The ideal 


shoe for work—and one récommended by foot doctors 
—is a supple leather walking shoe or a wedgie. To 


When buying shoes, 
be adamant about 


getting a good fit. 


meet business grooming standards, your shoe should 
have some degree of heel, but it need not be high. 
Medium heels are best. Such styles can be pretty and 
still have mercy on the metatarsals. There are many 
attractive models this year, some with “stacked leather” 
heels (layers of shining leather in varied shadings ) 
and many in delightful new colors. 

When you are trying on shoes in the store, be 
adamant about getting a good fit. Make sure the sales- 
man has measured both your feet—one may be slightly 
larger than the other—and that he has measured them 
while you are standing. Your feet can actually be as 
much as a size smaller when your're sitting down. To 
fit properly, your shoes should be about half an inch 
longer than your feet when you are standing. 

You'll also want to check whether the widest part 
of your foot rests comfortably in the widest part of 
the shoe. Your big-toe joint gives you the clue. It 
should come at the turn of the sole if you are to 
get the best heel-to-ball fit. Run yoyr thumb across 
the joint; if it’s slightly forward, you need a longer 
shoe. Avoid short or narrow shoes and insist on a 
snug heel fit. 

So that you won't end up with footwear that will 
turn out to be “sitting-down shoes,” walk around the 
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BY HELEN WHUILTCOMB 


SHOE SHOPPERS . 


store in them before you plunk your money down. Buy 
only if they feel comfortable now; don't depend on 
“breaking them in.” A shoe that pinches or is just 
a poor fit will show not only in your stride but in 
your figure and even in your face. 

The pediatrists also point out that vour feet swell 
somewhat during the dav. Assure a comfortable fit by 
shopping for shoes in the afternoon or evening. 


TO GET LASTING SATISFACTION from your shoes—instead 
of that irritating feeling that you made the wrong 
choice—it’s also important to consider what basic shoe 
lines will do the most for vour feet and figure. 

If youre a tall girl, you probably are looking for 
shoes that cut vour height. While a lower heel does 
help, too flat a heel may not be graceful. You should 
try to wear a shoe with at least an inch-and-a-half 
heel and styling that concentrates extra interest on 
the foot. Combinations of suede and smooth leathers, 
grainy leather textures, multicolored or decorated 
leathers will look smart on you. 

What about the short girl? Obviously she should 
avoid shoes that make her look shorter, so very low 
heels are out. At the same time, teetering on exces- 
sively high heels often makes a tiny girl look a trifle 










absurd. Spikes seem to emphasize her shortness 
rather than minimize it, and they certainly don't 
add grace to her movements. Make the most of it 
if you're small—many women wish they were. Choose 
medium heels that will raise your height subtly and 
unobtrusively. 

If you have a plumpish figure, you need shoes with 
graceful lines that emphasize length. A V-throat 
pump or any shoe that accentuates slenderness of. line 
will do the trick. However, steer clear of massive- 
looking fashion features such as large bows, heavy 
stitching, or wide straps. A trim, simply designed 
shoe is best for you. 

A wide foot looks best in a shoe that gives it 
substantial side support. If you wish your feet to 
appear more slender, don’t pick an open, revealing 
design. Look for interest in cutouts and trim. 

Not so long ago, a girl used to have to make the 
choice between a shoe that was fashionable and a shoe 
that was comfortable—and too often she made the 
painful choice. Today tanners and shoe manufacturers 
have combined their efforts in creating shoes that 
will keep your feet happy and your spirit gay at the 
same time. Those “4 p.m. sore-feet blues” can be 
banished easily if you shop wisely. 


Invest in sturdily constructed flats 


for your playtime. 


Recognize dressy sandals and spike heels 


as after-office attire. 


Choose attractive, medium-heeled shoes 


for working hours. 
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Furs and furdtike fabrics require special care. You can 

now clean them at home with a new product, 

Fur Frost. It can be sprayed on, then wiped off with a clean cloth. 
@ Removes all traces of dust and grime, leaves furs 

(natural and man-made) soft and lustrous. 


HAVE A 


WELL-GROOMED 
WARDROBE 


BY JEANNE PENNIE 


T PROMISES TO BE a wonderful evening. One of 

your best friends is having “the” party of the 
year—youre going with the “right” man—the new 
blue wool is just perfect. You’re bubbling over with 
joy and good spirits. In fact, you're only slightly 
disturbed when you find, shortly before your date ar- 
rives, that a button is missing from one of your best 
white gloves. Calmly, you decide to wear the second- 
best pair. But a few minutes later, you’re quite up- 
set to discover an obvious spot on your coat collar. As 
you make frantic attempts to remove it, the doorbell 
rings. A few more futile rubs at the spot, and off you 
dash, hoping that no one will notice. 


EVERY WOMAN goes through a similar experience at 
some time or other, but that’s small consolation when 
it happens to you. Actually, there’s no excuse for it, 
either. If missing buttons, sagging hemlines, pulled 
threads, and unexplainable little spots are everyday 
occurrences in your life, it’s time to take stock—and add 
a few “tools” to your wardrobe. 

These might include such items as garment and shoe 
bags; plastic bags for sweaters, gloves, and stockings; 
a hatbox; clothes brush, suede brush, or sponge; and 
a small sewing case. You might also add. wooden con- 
tour hangers (ideal for coats and suit jackets) and 
padded hangers to hold dresses in place. 

Another aid to the well-kept wardrobe is saddle soap. 
It gives a soft luster to leather shoes and handbags, 
and when applied regularly, actually protects them 
from rain and snow. It’s also excellent for helping 
leather attain a rich, mellowed look. 

Stains of any kind pose a problem for the girl who 
wants to look well groomed. Probably, the most ef- 
fective suggestion for their removal is to work quickly, 
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not allowing the stain to set. But, before attempting 
to take out a spot of any kind, it’s necessary to know 
both the type of stain and fabric. Frequently, a light 
sponging with cold water is all that is needed to 
remove an unknown stain that seems to be nongreasy. 
Never use hot water, for this tends to set the stain. 

In order to remove a grease spot, the use of a 
solvent such as carbon tetrachloride, benzine, tur- 
pentine, or alcohol is usually required. Apply the 
solvent to the wrong side of the fabric, holding an ab- 
sorbent cloth beneath the fabric. The cloth draws 
both the dissolved grease and the solvent from the 
material. Light or fresh grease spots may also be re- 
moved by a light sprinkling of talcum or powdered 
chalk. When such a substance is rubbed into the 
stain, allowed to stand for a short time, and brushed 
off, the spot will usually disappear. 

Furs—natural and man-made—can be cleaned and 
lusterized with a new aerosol product, Fur Frost. It’s 
also good for spot-cleaning alpaca, velour, and velve- 
teen, and can be used to “mothproof” sweaters and 
other woolens. 


SUCH SPOTS AS INK, rust, iodine, mildew, and fruit and 
grass stains on cottons, linens, and some rayons can 
often be bleached out with Javelle water or a chlorine 
solution. When using any kind of bleach, however, 
it’s wise to apply the solution with an eye dropper, 
being careful to drop the bleach directly on the stain 
and to avoid getting it on the surrounding fabric. 
The material should also be rinsed well immediately 
afterwards to avoid overbleaching or weakening the 
fabric. 

According to statistics, food stains are the most 


common. Coftee, tea, and (Continued on page 51) 
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Today’s Secretary 


Goes Shopping 





Beautiful Bracelets, with a fabulous 
“king’s ransom” look. They’re intri- 
cately wrought in 24-carat gold plate. 
Discs are hand-engraved. A stunning 
addition to anyone’s jewelry box. Each 





bracelet is only $2.95, postpaid. 
Matching earrings are $1.95, postpaid. 
Please indicate three-letter monogram 
desired when ordering from Elizabeth 
McCaffrey, Giftware Specialties, Dept. 
TS, Orange, New Jersey. 


Foot Notes, light as feathers, warm 
as toast. Smart new slippers made 
with Helanca, the magic s-t-r-e-t-c-h 
fabric, to assure fit and comfort. Soles 
are leather; slippers are completely 
washable. Ideal for travel or lounging 
at home. A real treat for tired teet. 
Available in navy blue or fiesta red 





with matching candy-stripe cuff. When 
ordering, specify size: smali (hose 
size 84-9), medium (94-10), or large 
10%-11%). Foot Notes are $2.95, 
postpaid, from The Dale Company, 
Dept. TS, 60 Woodbury Avenue, 
Springdale, Connecticut. 


Beautiful Bubble, the answer to 
perfect salad mixing. Salads can’t 
splash or spill; and they taste better, 
too, when tossed in this big green 
bowl. The unique “tumbling action” 
quickly and completely coats greens 
with dressing. There’s no muss, no 
dressing on anything but the salad— 
none going to waste in the bottom of 


the bowl. Made of two clear plastic 
bowls snugly fitted together, it’s good 
to look at, leakproof, has dozens of 
uses. Fine for flouring chicken, pre- 
serving ice, storing cookies. 10% inches 
in diameter. Only $2.95, postpaid. 





Write Max Schling Seedsmen, Inc., 
538 Madison Avenue, Dept. 4Z0 1d, 
New York 22, New York. 


Scorch-Resistant ironing-board cov- 
er by Magla Products is silicone- 
treated. It helps iron clothes by re- 
flecting back heat; lessens fatigue and 
strain. The attractive silver-gray cover 
is also stain-resistant and colorfast, 
needs no laundering, leaves no lint. 
Fits all standard ironing boards and is 





said to wear three times as long as an 
ordinary cotton cover. Just $1.49. 
Available locafly at department, drug, 
and hardware stores, supermarkets, 
and dime stores. 


Black-Watch Plaid is the big news 
in the fashion world this season, And 
here’s the newest, brightest way to 
wear it—gay earrings that add a 
Scottish touch to your outfit. Gold- 
plated trames surround the dark, dra- 
matic plaid. Clip backs assure com- 
fort. They're easy on the eyes and on 


TODAY’S SECRETARY e@ January, 1956 


HEAVY LEGS 


Try this new, amazing, scientific 
home method to Reduce Ankles, 
Calves, Thighs, Knees, Hips for 


SLENDERIZED LEGS 


Beautifully firm, sienderized legs help the 
rest of your figure look slimmer, more ap- 
pealing! Now at last, you too can try to 
help yourself to improve heavy legs due to 
normal causes, and reduce and reshape 
ANY PART of your legs you wish... or 
your legs all over +. a8 Many women 
have by following this new scientific meth- 
od. Well-known authosity on legs with 
years of experience offers you this tested 
and proven scientific course—only 15 min- 
utes a day-in the privacy of your home! 
Contains step-by-step tiliustrations of the 
easy scientific leg technique with simple 
instructions for slenderized, firmer, strong- 
er legs: improving skin color and circu- 
lation of biood in legs, plus leg measure- 
ment chart. 

Send No Money! FREE 10-Day Trial! 
For the ‘‘Home Method for Slender 
Heavy Legs’, just deposit £1.98 plus . 
age with postman on delivery (in plain 
vrapper) Or send onl 51.9% with order 
and we pay postage. Satisfaction guaran- 
teed, or return course for money back. 

MODERN METHODS 


Dept. FL-TYLW 
296 Broadway New York City 7 












































WALLET SIZE 
PORTRAIT $ OG 


PRINTS PAID 
(60 for 520°) 


Perfect portrait 
snapshots for job 
and college appli- 
cations—a lasting 
memento of a 
happy occasion for 
friends and loved 
ones. Send us your 
picture (or neg.) 
with $1.00 for 
each pose — get 
back original 
with 25 beautiful 
ROY Prints on 
fine portrait pa- 
per. Nothing extra 
to pay. 
SATISFACTION 
aeruAL sate GUARANTEED 
ROY PHOTO SERVICE, Dept. 67 
GPO Box 644, New York 1, N. Y. 









DANDRUFF 
4 DAYS OR NO COST 


Embarrassing, itching 
=e Dandruff now easily re- 
moved with doctor's new 
medically-proven pre- 
scription. Try quick-act- 
ing combination of 
“EXIT” Dandruff KRemov- 
er and Special Chlorophyll 
Shampoo for four days 
AT OUR RISK! 


SEND NO MONEY. Send 
name and address. When 
package arrives, pay post- 
man only $2.95 plus post- 
age charges. Or send 
$3.00 cash and save post- 
al and C.O.D. charges 


If in five days your scalp 
is not ABSOLUTELY 
FREE from dandruff, re- 
turn the unused portion 
of dandruff-remover and 
shampoo ior instant re- 
fund. YOU CAN'T LOSE! 


FORDE CO. Box 149 Dept.4 Detroit 12, Mich. 














What Is Your”/1.Q.’’? 


AT LAST—you may take an approved, reliable 
adult intelligence test in home privacy and con 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others knou 
Information free. University Test Bureau, Desk 
D7. Box 401, Pale Alto, California. 











Here's What You DON’T Learn in School! 


Yes, here it is, girls: 1956's ‘101 Office Short 
Cuts the most rollicking, comprehensive read 
ng ever compiled for the modern secretary. 
Cleverly illustrated by secretary-author Magi Max 
well, the book is studded with wondrous ideas 
from a long cafeer in New York adver 
tising, general office, and newspaper fields. $1 
Real New Books, Dept. TS, 29 Perry St., N.Y. 14, N.Y. 
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ACTUAL SIZE 
2a x 3% 









Ideal For Giving to 

@ FRIENDS 

@ RELATIVES 

@ CLASSMATES 
Smart Idea for 

@ COLLEGE & JOB 

APPLICATIONS 

@ PASSPORTS & VISAS 

And many other uses 








Made on the finest silk-finish, double 
weight paper by the world’s foremost 
wallet photo producer. Send ONE 
DOLLAR with your finished 
graduation picture or glossy print. 
Your original will be returned 
unharmed with order in a very few 
days. Minimum order: 25 pictures 
from one pose. 














8 
e 
& 
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LARGA-PIC — BOX Z- 20 ‘ 
BROOKLINE 46, MASS. 5 
Enclosed is $ for pictures - 
Name : 
Address u 
Zone( )State - 





Try this new amazing scien- 
tific home method to ADD 
SHAPELY CURVES at ankles, 
calves, thighs, knees, hips! 


s of ve 


vene Now 


kit mad « ation of le 
Send No Money! FREE 10-Day Trial! 
F« ‘ Shape Le Home Me 








MODERN METHODS 
Dept. SL-TYLW 


~ co) 296 Broadway New York City 7 








Gives You EXTRA ‘100 


a Year Automatically! 
Date & 





Get Perpetual Amount Bank, 25c a iV 
Also registers amount 


Saved 


Date right up-to-date 


keep 
Forces you 
to save a quarter 
every day or date 
won't change. Use 
year after year 
Start 


iway 





ppd 
check or money or 
derto LEECRAFT 
Dept. TS, 300 A 
bany Ave Brook 
lyn 13, N. Y 








UNWANTED 





Only by KILLING THE HAIR ROOT can you be sure 
UNWANTED HAIR is GONE FOREVER. Brings relief 
ond social happiness. Do not use our method until 


you have read our instruction book carefully and 
learned to use the MAHLER METHOD safely and 
efficiently. Used successfully over fifty years. 


NEW 


\| Bea 5° TODAY For sooxcet > Gere 
MAHLER'S, INC, Dept. 85-A PROVIDENCE 15, R. I. 


6 








iS YOUR HOLDING 
YOU BACK? 
have helped thousands of men and women 
who have not had college training in English 
t $s, writers, and er 
METHOD ye 
uuild up your v« 
levelop writing skill, learn 
ation. Takes only 15 minutes 
s little. 32-page booklet mailed FREE, 
Don Bolander, Career Institute, 












t 
‘ 


a day at home. Cost 
Write TODAY! 
Dept. 1451, 25 E. Jackson, Chicago 4, Il. 








S ¢ 


YOU SAVE $2.49 
YOU PAY $3.50 
VALUE ++ * $9.99 


FOR A LIMITED TIME... 
obtain a one-year subscription to TO 
DAY’S SECRETARY with Refer 
ence Manua! for Stenographers and Typ 
ists, a $5.95 value, for only $3.50. This 
187-page Reference Manual contains easy 





together 


to-find information frequently sought by 


secretaries during the performance of 


her work. 


ORDER YOUR COPY NOW! 


This offer will be withdrawn as soon as 
the stock of Manuals reserved for this 
offer has been exhausted. 


Make your remittance payable to: 


TODAY’S SECRETARY 
330 West 42nd Street 
New York 36, New York 


& © 
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~. CONSCIOUS TNISS 





the purse—yjust Sl, 
pertect 


postpaid. The 
gift” for any tashion- 
Write Fashion of the 
PS, 210 Chace 
Island. 


“small 


Month, Dept 
Providence 6, Rhode 


Avenue, 


Hot-Roll 
New England 


living, Handsome 


Server adapts an “old 


custom” for modern 
10-inch square bow] 
beautifully 


tique-finished Butternut wood. Inside 


is made of grained, an- 


wea special heat-holding bri k. 
rated trom the 


sepa- 


isbe stos 


bow] by an 





as long as two 


mat. Kee ps rolls hot for 


hours Brick IS removable, sO bowl has 
t million and one uses. Server is a 
good-looking addition to anv hon 
it makes an especially nice showe1 


gift or wedding present. $4.40, post 
paid (in the United States 
Writ The Vermont Country 


only 
Store 


Dept. TS, Weston, Vermont. 

Kokeshi Candy Box, a wonderful 
hiding place for things you want 
found. Outside, the fat litthe Kokeshi 
girl is gaily decorated: inside, she’s 


lacquered in black. Top part nests in 


bottom, has tasseled lid. “Comes 





choc O- 


contents 


apart” so that the 
lates, nuts, — taffy, 
reached, A real conversation picce. 
Just $3.59, postpaid, from Red Oaks, 
Dept. TS, Box 342, Winnetka, Hlinois. 


mints—can be 


























BY LORAINE JOHNSON, CPS 


THE CPS 
JOINS 
THE FRONT 


Another amusing story from Loraine Johnson, a Certified Professional Sec- 


i retary, who combines business skills and humor in her recipe for success. 


| ONCE ACCEPTED A NEW JOB — . 











Contract Terms in GREGG SIMPLIFIED 
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Compiled for Today’s Secretary by R. Robert Rosenberg 





false stoterents oo , —— 
Federal constitution ey 
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felonies ae 2 
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forgery 
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formal documents _ P i 
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CERTIFICATE OF ACCOMPLISHMENT 
IN GEOGRAPHIC FILING _ 


VHE POPULARITY of the 
Gregg Awards is unquestioned, 
and interest in them is not confined 
only to students. Secretaries, too, 
are striving for the attractive certifi- 
cates and pins offered by this 
department for satisfactory _per- 
formance in shorthand, typing. 
transcription, bookkeeping, and fil- 
ing. (Attractive pins and certifi- 
cates are also issued in Spanish for 
shorthand and typing. ) 


THE FOLLOWING SENTENCES, quoted 
from a letter written by a member 
of one of the N.S.A. chapters, re- 
Hect the interest of office personnel 
in this fine awards program: “There 
is a group of secretaries in this of- 
fice preparing for the N.S.A. exam- 
ination for Certified Professional 
Secretary. The tests you have would 
be most helpful to us. May we have 
the privilege of taking them and 
earning the awards you describe?’ 

Other groups are asking the same 
questions because they, too, wish to 


Procepurss 
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prepare for the examination. Sec- 
retaries are privileged to take all 
the tests outlined in this depart- 
ment. The Shorthand Speed and 
Theory Tests. however. as well as 
Bookkeeping, 
and Filing Tests, are published in 
Business Teacher, a magazine lim- 


the Transcription, 


ited in distribution to bona fide 
teachers and trainers of office per- 
sonnel. There is no charge for this 
magazine. 

If you are a secretary preparing 
for the N.S.A. examination and you 
wish to take these tests, write us 
for an application blank. Be sure 
to send us the name of the instruc- 
tor or executive who will assume 
the responsibility for giving the 
tests and submitting the qualifying 
papers for awards, 


It MAY INTEREST YOU to know that 
more than 400,000 applications are 
received from students and office 
trainees each year. These applica- 
tions come from all parts of the 


Test 
Your 

Way to 
Success 


BY FLORENCE ELAINE ULRICH 


Director, Gregg Awards Department 


world. This fine service of awards 
was created to inspire students and 
stenographers alike to increase ef- 
ficiency and prepare for the finer 
positions available to the highly 
skilled. It was inaugurated in 1912 
by Doctor Gregg. Since then, mil- 
lions of students have earned the 
beautiful pins and other member- 
ship awards—and many of these 
men and women have subse ‘quently 
earned outstanding business and 
professional recognition and _ suc- 
cess. 


THE OGA SHORTHAND WRITING CON- 
TEST, announced last month, will 
attract shorthand enthusiasts all 
over the world. The Typing Awards 
tests published in these pages each 
month are very popular with office 
typists as well as with students in 
school. Thousands of bookkeeping 
students are qualifying for the cer- 
tificates and OBE Pins awarded on 
the bookkeeping tests appearing 


each month. (Continued on page 40) 





IMPORTANT TO TEACHERS 


While every precaution is taken for absolute accuracy in counting the magazines mailed in bulk, errors do sometimes 
occur. It will be helpful to us and to the mailers if you will not only tell us the number of magazines shorted, but 


will give us also the operator's number stamped on the outside of the label. 





Topay S$ SECRETARY SUBSCRIPTION DEPARTMENT’ 
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But this month. we want to tell 
you more apdcut the newer Tran- 
scription and Filing Awards pro- 
gram. The tests for these awards 
are published in Business Teacher. 

The Transcription Tests are 
counted in quarter minutes for the 
required dictation speeds at 60, 80, 
and 100 words a minute. Candi- 
dates who correctly transcribe the 
test in not more than twenty min- 
utes are eligible for one of four 
awards. Plan to take the test this 
month if you are transcribing mail- 
able letters at the rate of twelve or 
more words a minute. 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 


your best shorthand penmanship. 


You may copy line for line or 

in narrower columns: you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior O G A certificate or pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material. 

you will get the 

Senior O G A certificate or pin. 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 


40 


The new Filing Awards Tests, de- 
signed by N. Mae Sawyer, who is 
well known to the teaching frater- 
nity as the founder of the American 
Institute of Records Administra- 
tion, will further the practice and 
progress of students of filing. The 
first of these tests—Alphabetic, Geo- 
graphic, and Subject—appeared i 
the November Business Teacher. 

The new Filing Certificates are 
truly attractive and worthy of your 
best effort to earn them. They will 
look well in your Achievement Rec- 
ord Album and serve as a testament 
to your skill in the theory and prac- 





tice of filing. Add these tests to your 
program, and try to earn the first 
award this month. 

The virtue of setting up a per- 
sonal program of achievement is 
that it provides you with a goal to 
strive for and puts zest into your 
practice. These business-training 
tests will make easier and more 
thrilling your climb up the ladder 
of business success. They will help 
you attain the rewards to be had at 
the summit of skill and proficiency 
—and, ves, the enriching experience 
of the climb will be very worth 
while! 
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1. I resolve —. coworkers with a smile and a 
) . 


cheery greeting each day. 
Ca tame € 
2. I resolve always to be 2eed3=te-work-et=ntre. 


3. I resolve to keep my desk leflat and orderly at all 
times (or at least most of the time). 
forticlar 
to be/fiusey about my appearance. 
Gket 
olve to refrain from chatting about things for- 
eign to my job, while at work. 


> 
e 
re 
4 
a 
° 
~ 
=| 
@ 


6. I resolve to cut my g sonal phone calls to a minimum. 
Allowable: To fe, Mother,that I'm working late, 


etc. ants 
7. I resolve to be pleasant when asked to work overtime. 
8. I resolve to be considerafve of others with regard to 
ete 
heat and draft. ; 
sn / essgotegy 
9. I resolve to refrain from expressing é@#ettiees about my 
boss. 
10. I resolve to lend more of a helping hand to my coworkers, 
aspeciall + a oi dov » 
especially when they are bogged down. 


1l. I resolve to be a real Mary-on-the-spot with informa- 
tion for the boss. 

2. I resolve to do same extrabtudying on the side so I'll 
grow on the job and be more valuable to my firm. 











While working as secretary this year, I resolve: 


—To arrive ahead of time in the morning to sort the mail, dust 
the boss’s desk, sharpen his pencils, and ventilate the office 
before he arrives. 


—To dress conservatively. 


—To study the business so that I may be able to relieve my boss 
of research and detail work. 


—To never be smug about my mistakes; and, even if convinced 
that I am right, I shall not argue. 


—To learn to discriminate between the welcome and unwelcome 
visitor; to use tact and courtesy in dismissing the latter. 


—To be diplomatic and kind, never suspicious or petty, in deal- 
ing with my fellow workers. 


—To speak with interest and poise over the telephone and note 
every call on a pad. 


—To not watch the clock, but cheerfully perform any extra duties. 
—To be alert and strive to grasp instructions the first time given. 


—To consult the dictator about it, before transcribing, if any of 
the dictated material seems nonsensical to me. 


—To improve the quality of my work. 


—To constantly increase my knowledge so that I may in time be 
entrusted with additional responsibilities. 
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OAT 
JUNIOR 


In addition to making the 

corrections indicated, you may wish to 
capitalize or underscore some of 

the words to add to the artistic 
appearance of your copy. 

Be sure it is (1) neat (type clean 

and clear) and well placed, (2) with 
no strikeovers or ty po- 

graphical errors, (3) uniformly 
indented throughout, (4) double spaced 
between paragraphs even in single- 
spaced material, and (5) correctly 
spelled and punctuated. 


It may be practiced as often 
as you wish. Then send us the best 
specimen that you produce. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. ¢ Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. ¢ January 
copy is good as membership tests for 
OAT, CT (page 42), and OGA awards 
until February 20, 1956. 








OAT 
SENIOR 


Senior candidates must 

submit a corrected copy of both sets 
of resolutions, using the same 

style as shown in the rough draft 
(the Junior Test, above) for 

the copy alongside also. 


Use plain paper for both specimens, 
but decorate your copy with a 
border all around or with bands 

top and bottom if you have had prac- 
tice in ornamental typing and 

would like to try your hand at dis- 
play. This is entirely optional. 


Copy may be retyped until you 
are satisfied that your specimen 
represents your best work. 











SANUARY 


COMPETENT 





TYPIST 


TEST 





ndicated at the end of the last lir 
of minute or, to get ne 





After reading a good book, seeing a 
great picture, or hearing of some inven- 
tion or discovery, we often hear people 
say how much they would like to do 
something so important that they, too, 
could make a name for themselves. To 


»pied comple tely 
tr 


and add 1 for each 


ict 10 for each error before dividing by number of minutes 


additional 5 strokes typed. To get 


gross 





Words 


or pay a fixed amount for usable ideas. 
It is surprising what can be accom- 
plished when a number of people, in- 
stead of merely doing what they are 
told to do, begin to think about how 


45 they do their work and what contribu- 
be sure, we honor the discoverer of a_ 53 tion it makes to the business as a whole. 
new wonder drug that will destroy a_ 60 Moreover, when one finds a purpose in 
disease heretotore unconquered, or the 68 what he is doing, his work becomes 
inventor of a new machine or process 75 much more interesting and morale is 
that soon replaces the one in use; but 33 higher. 
we are mistaken when we think that 90 Good judgment commands first of all 
only big or unusual things can bring us 93 that we undertake no more than we can 
success and when we underrate the 105 do easily without overwork and nerv- 
power that liesin doing the littlethings 114 ous tension, whether it be work or play. 
—some so minute that they often go 121 Everyone must have some time to re- 
unnoticed. We are like the man who 128 lax and do as he pleases in order to 
could see no opportunity at home for 135 have good mental health. With so 
making a fortune, so he spent the bet- 143 many things claiming attention these 
ter part of his lifetime wandering about 151 days, almost everyone one meets com- 
in various parts of the world. Disap- 158 plains about the lack of time. But one 
pointed in his search, he came back to 166 reason some people accomplish so little 
his home town to discover that the per- 174 is that they do not use their time prop- 
son who had bought his seemingly 180 erly. It is obvious that every individual 
worthless land had found oil on it. 188 has twenty-four hours in every day— 

Most of us must leave the larger 194 no more and no less—but some or- 
things to those who have the facilities 202 ganize and utilize their time for pro- 
or the training and time to devote to 210 ductive work and others achieve very 
scientific research; but, if we would 217 little because they do not think ahead 
only keep our eyes open and use to bet- 225 and plan. Then, too, most of us think 
ter advantage the mental powers that 232 only in terms of large amounts of time 
we have, we could find improvements 240 —days and hours—and let the priceless 
to be made in many of the details of 247 minutes pass by unnoticed. If for one 
the work we do every day inthe places 255 day one would account for every ten- 
in which we now find ourselves. Many 262 minute period, he would discover that 
businesses have placed suggestion 269 there are enough wasted minutes to 
boxes in their factories and offices and 277 add up to large amounts of time before 
not only are pleased to get helpfulideas 286 the end of the day. Timing and plan- 
for improved work methods, but also 293 ning can make things move along more 
reward with a promotion the employee 300 smoothly. Because there are only ten 
who made the suggestion. Some busi- 307 minutes until lunch or closing time, 
nesses share the savings in time or cost, 316 we hesitate about starting something. 

(If necessary, repeat from the beginning to complete a ten-minute test.) 
Written especially for Gregg Awards candidates by Ethel Hart 
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FINGER | 
FATIGUE ? 


Not with TICONDEROGA 


Fingers won’t cramp or tire even 
after long sessions with a Dixon 
Ticonderoga pencil. No finger fa- 
tigue common with other writing 
instruments. Prove it to yourself. 
Try Ticonderoga —it’s Leadfast. 


TICONDEROGA 


THE JOSEPH DIXON CRUCIBLE CO. 
Pencil Sales Division, 8-J-1 Jersey City 3, N. J. 








ON me 


Leadfast "$2" DIXON TICONDEROGA” 





<=, 





How Long 


Should Records be Kept? 
it fe me 


ekede) 40-3 am a -3 | 1-3 





Now 
available— 
our Manual of Re- 
cord Storage Practice 
with Retention Periods for 
general business and banks. It 
tells a simplified story of record 
procedure and an easy-to-do 
storage plan for inactive records. 
A VALUABLE GUIDE FOR 
EVERY BUSINESS. For your 
FREE copy, clip this ad to your 
letter-head and mail to: 


BANKERS BOX CO., Dept. TS-1 
720 S. Dearborn St., Chicago 5, Illinois 











ASK THE EXPERTS... 


(Continued from page 7) 





Q. I would like to know whether or not the 
second part of a hyphenated word, used as 
an adjective before a noun or pronoun, is 
capitalized when it is part of a title. For 
example: Federal-aid project, or Federal- 
Aid project. 


A. The rule we follow is: Capitalize 
the individual words that make up a 
compound word that appears in a head- 
ing or title as they would be capitalized 
were they not hyphenated. In running 
matter, the second element is capitalized 
only if it is a proper noun or adjective. 





Y. Our company’ s social club engaged a 
well-known pianist to give a concert on a 
certain date. The pianist became ill on the 
day ot the concert and. not wanting to dis- 
appoint the club, sent an equally prominent 
pianist in his place. Did we have to accept 
the substitution; must we still pay the pian- 


ist’s expense? 


A. The illness of the pianist discharged 
him from liability under the contract. 
Therefore, the club was not obligated 
to him for expenses, nor did it have to 
accept a substitution unless it so de- 
sired. 


Q. When should the title Doctor be abbre- 
viated and when should it be spelled out? 
I see it written both ways and find this con- 
fusing. 


A. The standard rule is to abbreviate 
the title when the person’s full name is 
used (Dr. John Fries), but to spell it 
out when only the surname is used, in 
the salutation or elsewhere (Dear Doc- 
tor Fries). 


Q. Which of these forms is correct: (1) 
Attorney at Law; (2) Attorney-At-Law; 
(3) Attorney-at-Law? 


A. Webster's Dictionary lists attorney 
at law as three separate words. 

If vou wish to capitalize the term, the 
form would be Attorney at Law. 


Q. When sending out a data sheet, should 
an applicant include his high school and 
college activities in addition to personal 


data, education, experience, and references? 


A. The object of a personal data sheet 
is to give a prospective employer as 
much information as possible about an 
applicant’s interests and abilities. There- 
fore, school activities and extracurricu- 
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lar activities are usually listed on such a 
sheet. As a matter of fact, many com- 
panies request such information on the 
application blank. 


Q. A secretary, acting without her employ- 
ers permission, took an ad from a news- 
paper editor, telling him that her employer 
would mail a check. Is the employer. who 
knew nothing of the transaction, responsible 
for payment? 


A. lf the secretary had done this be- 
fore and the employer had approved 
her action, he would be stopped from 
denying his responsibility for her ac- 
tions now. If this is one of the duties 
of a secretary in the line of business 
engaged in by her employer, he would 
be responsible for payment. 


Q. What are the correct salutations in ad- 
dressing: (1) a married couple: (2) a man 
and woman operating a business; and (3) 


two women partners? 


A. The correct salutations would be: 
(1) Dear Mr. and Mrs. Jones: (2) Dear 
Sir and Madam; (3) Dear Mrs. Jones 
and Miss Smith. 





Words 


(Key to teasers on page 22) 


WHAT ADDING “ING” MAY DO 


1. hopping, hoping; 2. planing, plan- 
ning; 3. mopping, moping; 4. doting, dot- 
ting; 5. barring, baring; 6. pining, pin- 
ning; 7. stripping, striping; 8. tubbing, 
tubing; 9. singing, singeing; 10. gripping, 
griping. 


FIND THE SLIPS 


EINE cccmttananances nor; 2. could not 
help laughing; 3. The reason that she; 
4. to be a really good; 5. is not so warm 
as; 6. Between each subject and _ the 
next, or between subjects; 7. with one 
another; 8. know whether there is. 


SINGULAR OR PLURAL? 


1. S, bases; 2. P, datum; 3. S, cupfuls; 
4. P, alumna; 5. S, stimuli; 6. S and P; 
7. P, die; 8. S, taxis; 9. S and P; 10. S, 


lenses. 


WHICH GOES WHERE? 


l. trying to devise a simpler device; 


©. POCMOEy,. .ccescecesec formally introduced; 
8. delegate representing ............ delicate 
blue; 4. dents in the fender ............ in the 


dense fog; 5. demands of his dependants 
PASS: put any dependence; 6. Let’s de- 
ee may not differ. 


SOME QUERIES ON THE ALPHABET 


1. ph, which is always pronounced as f; 
2. q, by u; 3. sure, sugar, censure, man- 
sion, nausea, issue, measure; 4. duty, 
tube, new, suit, blue, student, avenue, 
institute, due, Tuesday; 5. a, I, O. 











Check Your Reading Speed 


How long did it take you to read the article on page 


15? Check yourself below to see how you rate— 
Reading Time Reading Speed How You Rate 
710 wordsaminute Excellent 

237 wordsaminute Average 

149 words a minute Poor 


2 minutes 
6 minutes 
Y minutes 30 seconds 


How is your comprehension? High speed alone is not 
enough to make you a good reader; it is the combina- 
tion of high speed and good comprehension. Now take 
the following test to check your comprehension of the 
article. If more than two answers are wrong, your 
reading habits need to be improved. 


1. A short, 21-hour course at the Reading Laboratory will— 

(a) boost your reading speed to 1,000 words a minute. 

(b) double your reading speed. 

(c) triple your reading speed. 

(d) boost your reading speed only if you're a very slow 
reader. 

2. You only comprehend what you read when— 

(a) your eyes are moving rhythmically. 

(b) you have proper glasses. 

(c) you concentrate 10U per cent on what youre doing. 

(d) when your eyes stop and a message is relayed to your 
brain. 


3. Your brain finds it easier to comprehend what you are 
reading if you— 

(a) read slowly. 

(b) read groups of words, or “thought units.” 

(c) reread everything you missed. 

(d) skip all big words in “thought units.” 


4. Experts say eyestrain is caused by— 

(a) not focusing directly on the words. 

(b) holding printed material too tar from the eyes. 
(c) trying to read too fast. 

(d) frequent demands on the eyes to stop and start. 


5. It is important to read rhythmically because— 

(a) your eyes find rhythm relaxing. 

(b) you release your mind tor more important matters. 
(c) you develop your eye muscles. 

(d) you let your eyes see more words at one time. 


6. The average reader's eyes stop— 
(a) six to eight times a line. 

(b) every word. 

(c) at the end of each sentence. 
(d) just often enough to rest. 


7. When you are skimming, you want to concentrate on— 
(a) the headings and beginnings of paragraphs. 

(b) the key words in the headings. 

(c) the headings and ends of paragraphs. 

(d) the adjectives and adverbs. 


8. If you started now to devote a half hour a day to read- 
ing practice, you should be able to increase your speed 100 
words a minute in— 

(a) about six weeks. 

(b) overnight. 

(c) two to three months. 

(d) about ten days. 
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eSECRETARIES 


INCREASE YOUR 
INCOME 


*10-*29 
A WEEK 





HIGH-PAYING JOBS 


go to secretaries with fast shorthand 
speed. Now you can increase your speed— 
and your income—quickly and easily AT 


HOME with famous Dictation Discs. 


SPEEDS UP TO 
130 WPM 


Dictation Discs are custom- poise. . 
quality 12” RCA records of 
pure unbreakable vinylite that 


. eliminate waste mo- 
tion between strokes. Brings 
your speed up to 130 words 
can be played on any speed a minute. Used and recom- 
phonograph. They contain 
loads of 


mended by leading shorthand 
specially selected schools for Gregg, Pitman, 
and timed dictation to help 


rhythm and 


and Stenotype. 
you develop 










SEND TODAY! 
Each LP 33-1/3 RPM Dictation Disc con- 
tains 45 minutes of dictation—approximateiy 
12 letters. Send for yours TODAY. Money 
refunded if not delighted 


Dictation Disc Company 
170 Broadway, Dept. 191, N. Y. 38, N. Y. 


Send me the following: 


45 rpm 78 rpm 33% rpm 
$1.75 each $2.50 each $5.00 each 
$12.50 set $18.00 set $18.00 set 
60& 7O wpm it 60 to 90 wpm 
70& 80 wpm - 70 to 100 wpm 
80& 90 wpm 4 90 to 120 wpm 
90 & 100 wpm - 100 to 130 wpm 
100 & 110 wpm “7 
100 & 110 wpm a 
110 & 120 wpm ” 
120 & 130 wpm - 


SAVE MONEY by ordering complete set. 


Name 


Address 


Cy... : Zone State.. 


Enclose check or MO. (add 35< for postage). Records may be re- 
turned in 5 days for full cash refund, if not delighted. 
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MAKE YOUR OWN INDEXES 


And SAVE 56% Typing Time 


Just Use 


East {10 Tau aa a 
—No Sort RC ROLLER 





AICO TYPERITE’ papping 


With Typewriter Spaced Insert 
Strips! 
Typing Titles Is Easier Typing Is Neater, Cleaner 


For 1, 2 or 3 Line Titles Never In Zig-Zag Fashion 
Lines Are Always Straight No Soft Roller’s Required 


IT’S THE PICA SPACING THAT DOES IT! 


The new AICO Typerite Tabbing has blank inserts spaced ex- 
actly 2 and 3 picas deep to permit the use of the line space 
lever when typing titles. Whereas, non-pica spaced inserts re- 
quire the use of the soft roller to center or position the title 
when typing. This wastes inserts, typist’s time and temper. So— 
be sure to ask for AICO Typerite Tabbing. It's the only Tabbing 
with this time-saving feature. 


Now at Your Stationer or Write Dept. 5 for FREE Sample 


97 Reade St., New York 13, N.Y. 
426 S. Clinton St., Chicago 7, Ill. 








INDEXES 
























































Posing the light-handed balance of the pencil with the fine- 





line quality and durability of the ball-point pen . . . for perfect 


writing comfort . . . and economy. 


GREGG Ball- Pen- Cil 


For a new-look, new-feel in shorp, efficient shorthand, book- 
keeping, and general purpose writing here is your new low- 
priced, high-quality classroom and office tool. 


The Gregg Ball * Pen * Cil has the light, perfect balance of a 
pencil yet it writes with the fine, sharp line of a top-quality: 
boll-point pen. Always ready for instant use . . . nothing to 
press, click, or turn. Simply remove the handy protector cap 
and you are ready for uninterrupted writing . . 
the pencil shorpener . . 


. no trips to 
.- no ink bottles to spill. 
Six times the life of a lead pencil . . . less than the 
cost of a standard ball-point refill. Sieek and tailored 
with white enameled hard-wood body and bive plastic trim. 
1 - 2 Doz. $4.80 per doz. 
3 - 5 Doz. $4.56 per doz. 
Write your nearest Gregg office today 


Gregg Supplies Department 


New York 36, 330 West 42nd Street 
Chicago 30, 4655 Chase Ave., Lincolnwood 
San Francisco 4, 68 Post Street 


”_ 


a 








J 
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(Continued from page 27) 
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PATENTED EFFICIENCY 
in CARBON use. 


(1) Automatic alignment. 


(2) Automatic rotation of sheets of carbon gives 25% more wear. 

(3) Automatic warning of last typing lines. 

(4) World's easiest and most convenient carbon to handle. Hands 
do not touch the coated surface. 


DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Free samples sent only on request when 
letterhead of company is used. 


Department S$ 3 
KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c¢ in any quantity. 
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PERSONALITY IMPROVEMENT... 


the greatest single need in today’s training program 


Four that lead the field in this 

training and on-the-job self improvement... 

FITTING YOURSELF FOR BUSINESS—MacGibbon—$4.50 

PERSONALITY AND HUMAN RELATIONS IN BUSINESS— 
Rice, Sferra, Wright—$2.60 

PRACTICAL BUSINESS PSYCHOLOGY—lLaird and Laird— 
$5.00 

HOW TO IMPROVE YOUR PERSONALITY—Newton and 
Nichols—$3.00 


Order from your nearest Gregg office 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 
New York 36, 330 W. 42nd St. Dallas 2, 501 Elm St. 
Chicago 30, 4655 Chase Ave., San Francisco 4, 68 Post St. 


Here’s the WALLET SIZE PHOTO 


secretaries everywhere are using 


WITH FREE 
SAMPLE RESUME 


texts important phase of 


business 


Lincolnwood 























FOR ADVANCED BUSINESS OPPORTUNITIES | 


AND AS GIFTS TO FRIENDS AND RELATIVES 
MADE FROM PORTRAIT OR PHOTO 


YOU RECEIVE FREE, three full pages —- a one page sample resume | 
and two pages of instructions, to help you prepare the resume to use 
with your wallet photos. — Your original portrait or photograph re- | 
turned unharmed with 20 top quality 21% x 312 silk finish, double 

weight photos plus free sample resume. | 


25 FOR $1- 60 FOR $2 


| APPLICATION PHOTOS, Dept. 54 FROM ONE ! 
1 Box 271, Salem, Mass. POSE 


We enclose portrait or photo and $_ 25 for 


| 
l 
$100 ! 


You'll love your pictures or money returned, 


— 


| wallet photos and free sample resume and instruction sheets. 








| 
| NAME oe | 
| ADDRESS So toes or | 
| city _ZONE___STATE _ 60 for $200 | 
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SOME LIKE IT COLD 


(Continued from page 25) 





Another 
derful 


tions in 


the 
and 


attraction of this country is won- 
for week-end 


The Alcan 


opportunitv trips vaca- 
for example, 
offers an exciting auto trip. There are also 17-day 
river cruises down the Yukon from Whitehorse to 
Dawson City and the old Klondike country. 


Within short airline distance from Juneau are 


general. Highway, 


Taku 
variety of ac- 
Boat transportation and chartered trips are 


and Tongass Lodges. which offer a 


tivities. 


most popular in southeastern Alaska, too, because 
one may travel the Inside Passage, which affords 
a never-to-be-forgotten view of the winding fjords, 


glaciers. and torests along the shoreline. 


For secretaries who are interested skiing, there 
is the Juneau Ski Club. From December through April 
thev take the “Oola” up to the top of the 
ski trail, to back And 
vear some of the more dexterous members are 


Whitehorse, 
The Ski Club has its social functions, and occa- 


snow cat 


zigzag their way down. each 


sent to 
tournaments in 


banks. 
sionally presents ski slides or an educational movie on 
this sport, to which the public is invited. 

Do I like Alaska? I love it. It is big, 
powerful and unpredictable. That’s the 
can describe it. And one has to live 
it and feel it. Here God Nature predominate, 
man is reduced to his rightful humility in the 
vast splendor of His workings. Without question, it 
has the most beautiful scenery in the world! 

What I like most about Juneau, I guess, 
ple, folksy warmth about 
them, and are extremely quick to rise to the occasion 
when there 


Anchorage, and Fair- 


beautiful, 


only way | 


here to know 


and 
and 


is its peo- 


for they have an intimate, 


is a stranger in town or someone in their 


community needs help. 


Now. 


is that little bug stirring inside you? 





(Continued from preceding page) 
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WELL-GROOMED WARDROBE 


(Continued from page 34) 





chocolate seem to be the chief offenders. Coffee and 
chocolate stains can be removed from cotton and linen 
by sponging with cold water; in the case of silks and 
wools, removal of such stains requires an application 
of glycerin followed by hydrogen peroxide. Tea stains 
respond to an old-fashioned method—the application 
of lemon juice, followed by exposure to the sun until 
the stain has been bleached out. A brief soaking in 


a borax solution, followed by a thorough rinsing, will 


also effectively remove tea stains. 

Other common stains are lipstick, perspiration, and 
scorch. Lipstick stains are reasonably easy to remove 
from cotton and linen materials. After rubbing lard 
on the spot until it is soft, scrape off the grease 
and wash the fabric in hot suds. For nonwashable 
wools, silks, and synthetic materials, a commercial 
spot remover is suggested. If there appears to be 
chance of damage to the fabric, then dry cleaning is 
the safest resort. Perspiration stains are usually best 
dealt with by your cleaner, although sometimes they 
respond to a peroxide-and-ammonia sponge bath. 

If a scorch spot is new, it can generally be lightened 
by immediately soaking it in cold water. If not, try 
sponging it off with hydrogen peroxide. 

In any case, when in doubt about trying to take 
out a spot—don't. Send it to a reputable dry cleaner 
as soon as possible. But you might help him out by 
telling him just what caused the stain. 

The addition of wardrobe “tools,” plus a nightly 
checkup on your clothes—and missing buttons, drag- 
ging hemlines, and small spots will cease to be a 
problem. Youll soon become the “girl with the well- 
groomed air.” 


THE OTHER SIDE 


(Continued from page 28) 














new Avery oe 2 
file folder labels 


faster+neater*s+ cleaner 
5 fo ’ Why monkey around with old-fashioned 
stickers when these new Avery 
self-adhesive file folder labels 
turn the trick so handily? 
Easy to type in sheet form with 
margin and centering guides, 
these time-saving, color-coded 
Avery Labels cut clerical costs, 
are self-adhesive ...with 
nothing to wet or moisten... they 
go on at the touch of a paw... 
neatly, firmly, and swiftly. There’s 
a moral to this tale of the business 
jungle. If obsolete stickers have you 
up a tree, swing to Avery. Identifying 
file folders with the new Avery 
self-adhesive Labels is easy... 
like peeling a banana — in fact 
easier. Try ’em soon. 





available in 10 border colors 
plus plain white... 

248 labels per box —31 sheets 
of 8 labels each 


Rolls right on file tab without 
peeling or popping. 





dealers: Stock up now 
on these NEW AVERY 

file folder labels. Call 
your wholesaler TODAY ! 





\i---—-— oO 








| AVERY ADHESIVE LABEL CORP., Dealer Div. 162 | 
117 Liberty St., New York 6 + 608 S. Dearborn St., ChicagoS 

samples | 1616 So. California Ave., Monrovia, California | 
| Offices in Other Principal Cities 

Please send more information and free samples of Avery ! 

] self-adhesive file folder labels, | 

Discover their / | aye position | 

utility and | | 

economy yourself. | company eae x | 

Just send this | 

coupon for your address a . - | 

free samples | ea ie | 

today. | y pee, state Fan Mas | 
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COPY- RIGHT Copyholder 


for over 30 
years the 
‘most wanted" 
_ copyholder... 

now manufac- 
/ tured by Curtis- 
Young Corpo- 
ration. 












ever Action - -- 
; ni spacer move 
or more atatime.- 
brake lowers copy: , 
* Patented Knee-Action 
Gripper, a any 
securely: 
. vened:PaGe Clamp, holds 
back finished Pages: 
mly to any 
d easily- 











_ve vet 







for perfec! 
reodibility. 









Typewriter, 
e Fastens Fir os 
quickly an 









inches. 





CURTIS-YOUNG CORPORATION 


Copyholders — Duplicating Supplies — Carbons — Ribbons 


110 West 18th Street * New York 11, N.Y. * Cable: CURTYOUNG 








SCHEDULE YOUR APPOINTMENTS 


the easy, orderly way 


Get a handy 
1956 MONTH-O-RAMA 
A Whole Month’‘s 
Day-to-Day Schedule 
At a Glimpse 


nvita 








or in t ‘ 
home. for tr 





ift o1 


ru 


$400 sty afr tna slo ani wie 
Only — MONTH-O-RAMA, 6969 Amherst, Dept. T, St. Louis 5, Mo. 
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e Mass Seevelary : Clip this ad and give it to your Boss! 





30 DAY FREE 
TRIAL SAMPLE? 
O Yes [NO 








, CLEARS THE DESK FOR ACTION! 


This sturdy, attractive new sectional organizer 
improves desk-top efficiency. Finished in smart 
gray or green baked enamel, the strong, all-steel 
Adapto- Rack adds business-like good looks to any 
=— Office. 8 compartments with complete flexibility 


- 


Clip ad, attach to letterhead, for this LIMITED 


Rdugte-Redk 30 DAY FREE TRIAL “‘USE-IT-YOURSELF’’ OFFER 
sha ° 2222 WEST CLYBOURN ST. 
MILWAUKEE 3, WISCONSIN 
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or 
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BEGINNER’S LUCK 


(Continued from page 45) 





"You're all right," LY ° 
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MIAMI BEACH SECRETARY 2s2% pene meee ee ee 
, ‘o Ke + ' 
(Continued from page 11) ep) + = ee ' 6 : 
tae =e v ' = 
4 ag.é¢& ' ov t 
° . . . o 6S w 
sometimes while he is on the run from one part of 4 a ; @F ' 2 - 
o 2 @ ¥ » €£ 
the hotel to another—and then allows me to use my % zvear » | = : 
. . ‘ = > . -_ as 
own judgment. He carefully checks the mail, though, ait $ - 4 = .s 3° : 
: -— es — o> © Ss 2 “ c = 
before he signs each letter. ‘ag S s bs 8 F + : > Z 8 : 
am 5 oUF mm: ss : 
- en * =s 2 a a ae ; 
[HE OFFICE SHE SHARES WITH DUKE STEWART is a +a” 5 a. 2 5 
; ; = £ 2 o = o 4 ' ’ a 5 
handsomely appointed pine-paneled room with mod- eal ° ro “or. ) oe Fy, ' 
Ty ‘ e , “fw > « © 
ern furniture. One wall is a large picture-window ce Zz are . 2 . > « : 
, sie ; . w-e > = ec = 
covered by a bamboo curtain. The window looks out ep $ 5 55 @ ~ o- 2 § : 
1 “TV ’ ’ ; ae y MH «uo @ © _— a | z + ' 
onto the broad driveway of The Fontainebleau, and ‘ re> . 2 : 
. : 2 ‘ ‘eg Ses = 3 ' © 2 ; 
Duke Stewart and Jane (without being seen) are able oO $8.2 < ;e¢ = . 
> = 265 4 to 
to watch guests enter or leave the hotel. “It may seem es ~ ene z saa ° : 
. ” . « ie / ; z i = € c o c 
a bit sneaky,” Jane explains, “but it is necessary for un & Oo 3g 6 £ fb . ; 
; ¢ : d ¢ é mo > c a e >* ” 
Mr. Stewart, who knows hundreds of people and likes <x BE ess 3 's3 o 3 ; 
na hee : ° 6 & i 
to be on hand to greet them personally when they - ot," Fa teen 5 
rrive.” => Se e5* £5 oR” & F ' 
ei -, = S855 &s tas 8 S : 
This can also take a humorous turn, as it did the cs 2435 t $8, : 
‘ . ; [— ‘ : — = >. 9 at 
time a friend of his, who was arriving on his private = 5° -* g *F 1 o> v4 - 
; , & s ©O 2 & © aw a ' 
vacht, called via ship-to-shore telephone and requested f=) > oes $F ; = 3 7 2 5 
. . - - _ se @ ° ‘oO 2 Zz < ry 
that Duke Stewart be on the steps of The Fontaine- ©O ~2-ss 34 8 ' 
‘ ; : -— aay 4 > = © Q ° 
bleau to wave to him as he glided down Indian 3 ace. ; 
. _ . o?v 3% 
Creek. When the vachtsman sailed past the hotel, he oc ee°2s - 
: . ’ : 2S ek & 
found not only Duke Stewart waving, but the entire ica ase fw : 
staff of the hotel and almost every guest with a room Fry 
facing Indian Creek. 7] 
‘ee 


JANE, WHO LIVES JUST 4 SHORT DISTANCE FROM THE 
HOTEL on the other side of Indian Creek, shares an 














apartment with her mother. On her one day off each = 
week, she prefers to swim and sun at one of the nearby é 
public beaches. Once in a while Jane and her mother 4 
motor to one of the many popular south Florida at- ry £ 
tractions. “Little by little.” Jane says, we are get- p $ < 
ting to see everything worth while in Florida. S ¢ 
“One thing about living in Miami Beach,” Jane con- 5 z 
tinues, “there is never any dearth of entertainment. tz Z 
And, contrary to popular belief, you don’t have to be a re : 
| a millionaire to enjoy most of it. The public beaches = | 5 
are broad, clean, and convenient. And there are city- LC oo 
| maintained facilities for almost every other sport as % % 3 
well, except skiing and ice skating.” % 3 
| Jane doesn’t use the hotel cabana club or other < 
facilities. “There is no rule prohibiting employees oe 
from mingling with the guests or using the pool on ee 
their own time.” she says, “but I prefer to keep a f 
dividing line between myself and hotel visitors.” Jane Pol 
reminds us, too, that The Fontainebleau—glamorous + é x 
as it may be—is still the “office” to her;.and, like any £ ’ . . 
other secretary, she likes to get away once in a while. é £ : F y 
$ 2 =e? > 
WHAT ABOUT HER FUTURE? “Well,” she says, “I think $ s 4 : q g£ ; rt 
I’m through roaming, The Fontainebleau offers about > ha é ¥ Ss 8 < = = 
as pleasant surroundings as any secretary could find, é £« 3 & : 5 s e E = 8 
and I’ve become a confirmed beachcomber on my days ra rf 8 s 6& £ b 5% of 
off.” FS § on t Vv =< ft = = $ 
It appears that Jane Rupert, formerly of Ohio, West < & : ie 
Virginia, and New York, has made Florida home! 
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How to Make 
INVISI8Le 
Erasures 





With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
— or your money back. 


RUSH- 


~f YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 








The Eraser Co., Inc. 


1068 S$. Clinton St., Syracuse 4, N. Y. 
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Finger-tip Moistener 





HANDLE PAPERS EASY 
TRY FREE SAMPLE 
TACKY-FINGER 


Greaseless, odorless, hygroscopic 
substance. Applied to fingers 
makes collating, handling of 
papers, invoices, money, 
foolproof. One application lasts 
long, but will wash off easily. 


Harmless, non-irritating, works 
by absorbing moisture from the 
air. Three months’ supply only 
50c retail. Try Tacky-Finger 
at our expense now. 


CLIP AND SEND THIS COUPON 
FOR FREE SAMPLE. 
BEEBE EERE 
@ Evans Specialty Co., Inc.—6011 Evans Bidg. a4 
@ i800 €. Grace, Richmond 23, Va. 8 


Please send FREE SAMPLE of @ 
@ Tacky-Finger. I want to see how it §§ 
@ makes all paper handling easy. 





@ Address 
BEER ERE ES 
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OFFICE SHOPPING CENTER 





“Squeezie” Applicator makes gluing 
easy, eliminates glue-pots and sticky fin- 
gers. Applicator contains a new “Clean- 
Speed” Liquid Glue, which glides on, 
tacks tight. “Squeezies” are unbreakable 


of heavy 13-gauge 
steel, weighs 12 pounds. Powered by 
self-contained battery. It is priced at 
$29.95 and guaranteed for 20 years. Sent 
express, Carriage Write 


made 


key. Safe is 


charges collect. 





and refillable. A boon to every busy office. 
The 2-ounce applicator is $1; the 16- 
ounce refill bottle of glue is $2. Together, 
only $2.95. Write Glue-Fast Equipment 
Company, Dept. TS, 9 White Street, 
New York 13, New York. 


Type-Bryte is a new _ liquid-spray 
cleaner for typewriters, multigraphs, 
daters, and all metal and rubber surfaces. 
It contains a highly active chemical de- 
tergent that dissolves dust, grease, and 
ink on contact. According to the manu- 
facturer, Type-Bryte is nonflammable 


> 
Pewriter Cleanef 


SPEC INC. 


veCO, I 9 Oni? 





and nontoxic. Sprays on, dries quickly. 
It is available in 12-ounce aerosol cans; 
in pints and quarts, too. Write 
Inc., Dept. TS, 7308 Associate Avenue, 
Cleveland 9, Ohio. 


Speco, 


Alarm-O-Safe will defy even the most 
skillful burglar. At his slightest touch, a 
loud clanging sounds forth and continues 
up to five hours, if necessary. Yet Alarm- 
O-Safe is easy to operate, works at the 
turn of a key. Once you set it, any move- 
ment of the chest will set off the alarm. 
Can be shut off only by you, with your 
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Gaylord Wood, Dept. 248, Fort Lauder- 
dale, Florida. Given free with each pur- 
a one-year $1,000 Burglary Policy 
by Insurance Underwriters in London. 


chase, 


Dictation Discs offer an excellent way 
to develop shorthand speed and accuracy. 
A complete study, 
prepared, and timed by a staff of experts, 
has been transcribed on R.C.A. records 
of unbreakable Vinylite. Just a flick of 
your phonograph switch and you have 
dictation practice where and when you 
want it. The records are available in dic- 
tation ranging trom 60 wam 
to 130 wam, in series to fit all phono- 
graph speeds—33's rpm, 
rpm. The three sets contain different 
material. For further information write 
Dictation Disc Company, Dept. TS, P.O. 
Box 637, Church Street Station, New 
York 7, New York. 


course ot selected, 


speeds 


45 rpm, and 78 


Ditto Duplicator, the first offset dupli- 
cator ever designed specifically for office 
use. Brings print-shop clarity to office 
duplicating. Operation is simple—once the 
machine is loaded, the operator sets the 
regulator for the number of copies needed, 





and then pushes a button. Electric con- 
trols do the rest. From 4,500 to 8,000 im- 
pressions can be made within an hour. 

The Ditto Duplicator will reproduce 
anything typed, written, drawn, printed, 
or photographed . . . in black or any 











t other color. Its speed, efficiency, and ease 


of operation make it a major addition to EMELOYMEN T AGENCY DIREC TORY 
— the business-machines market. For further 
information, write Ditto, Inc., Dept. TS, 


, . . . . > 
2243 West Harrison Street, Chicago 12, Are you looking for a new job? On this page, every 


month, you'll find listed reputable employment 














re Illinois. agencies who can help you solve your job-hunting 
, problems. Whether you want a job in your own 
V vicinity or whether you want to move to a new loca- 

. ‘ . tion, our Employment Agency Directory can be your 
at Information Please? Bankers Box Com- expert Be vag Check Fw agencies listed here te 
it pany has just published an attractive new 
fe booklet, “Manual of Record Storage 

Practice.” It’s a handy thing to have in CHICAGO NEW YORK 


the office, for it deals with the problem of 











































































how long to keep checks, bills, ete, | Furnishing 7 AMY LORTON McKAY 
7 and how to store office records, BIRCH Quolified Secretories te the Established 1940 
and how to destroy those no longer High-Paying Chi . 1 Pl — 
cei le a hail : pea igh-Paying icago ersonnel Placement—Men 
needed. The information is not based on * ianian tim Mah iene 
SECRETARIAL Employer Pay Fee Basis Advertising Industry Publicity 
PLACEMENT . » : Airlines Magazines Radio-TV 
SPECIALISTS 59 E. yor 6 ba 1417 Fashion Book Publishing Wall Street 
Pe * 4 ntved 6- J || 30 Rockefeller Plazo—Suite 3030—Call CO 5-3988 
Employers Recommend 
ROLAND Secretarial positions with the finest 
EMPLOYMENT SERVICE firms in the Advertising, Publishing and 
for high standards, excellent performance, Business Fields in Midtown—Radio 
oh - sally. ym aa That's why they City—Grand Central Area are avail- 
a | ROLAND EMPLOYMENT SERVICE able through the Moran Agency. 
116 5. Michigan enkiin 23-6320 MORAN AGENCY, 545 Fifth Avenue (45th St.) 
P DENVER 
t\ 
\ és . . e : 
fe the opinion of Bankers Box Company, Where High-Grade Secretaries 
d, but rather on the actual methods of a SECURITY EMPLOYMENT SERVICE & Top-Grade Positions 
i% cross-section of American business. With ‘A Good Name to Remember” for the best in Have Met 
ds this guide. plus the knewledge of the in- secretarial positions. Security for the applicant, 
of cath >I ie VICEES OF te D security for the employer. No registration tee, BD for More Than 25 Years 
dividual needs and requirements of your very low rates. * ; 
en own organization, you can readily set up MRS. MARIE SMITH, Owner a Connery ag 
- a record retention schedule. For your free 1312 Broadway KEystone 4-7273 xew orn Miss Marion Steele CO 7-4540 
i copy of the booklet, write Bankers Box 
va Company, Dept. TS, 720 South Dearborn i ata _ : > = ‘che 
a Street, Chicago 5, Illinois. NEW ORLEANS SAN FRANCISCO 
nt : } 4 r . 
‘ | ix “teeta.” 0 jill easton Planning Relocation? Contact Western Employers Service 


). amplifier, has been introduced by the i ‘se t 
Ww ae sg" gy Pag ert ier aes A-1 EMPLOYMENT SERVICE aed yey Hoag 


NO FEE AGENCY 
































who use phones in noisy locations, as 1409 National Bank of Commerce Building 
well as for those who are hard of hearing. New Orleans 12, Lovisiana Temporary and Permanent Jobs 
i i Steps up audibility on long-distance calls, 12 Years Same Management CAnal 4241 995 Market San Fran., Cal. 
l- 
ce 
ce 
he 
he ) , . ; 
d, Have You Ten Tongues? 
BY HELEN WATERMAN 
/ 
OW MANY LANGUAGES can you recognize besides your own? 
More than you think, perhaps. See how many of the foreign phrases 
listed here you can match with the translations opposite. Correct pairing 
of letters and numbers is inverted below. 
1. Cherchez la femme (a) Italian—In the open air 
2. Auf Wiedersehen (b) Latin—Before the war 
3. Quien sabe (c) German—Till we meet again 
4. Eureka (d) Norwegian—To your health 
too. Operates on two batteries and three 5. Al fresco (e) Hawaiian—Greetings 
transistors and can be used for several 6. Ate manha (f{) French—Look for the woman 
sa =a 120 — re ge eg 7. Aloha (zg) Portuguese—Until tomorrow 
atteries have to be replaced. The at- “Se Na alin Ine — 
<9 tachment “we than 3 poe ys Peeve “ omg (h) et uo—inetane fore: rf 
ur. ae 7 ; %y 9. Erin go brath (i) Greek—I have found it 
ni is encased in shatterproof black plastic. 10 Ante belind i) Suanteh-Whe tinotne? 
d Clips to any style phone. For further de- oe i) Spanish—Wwho Knows 
a tails, write Remler Company, Dept. TS, 
- 2101 Bryant, San Francisco, California. a0OI ‘4-6 P-8 ‘A-L ‘32-9 ‘vc ‘t-p ‘I-G 49-7 ‘f-[ ‘SUaMSNY 
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Why does 








this empty glove promise you easy going? 


Two ounces is the weight of this empty 
glove. 

And it takes just a little less weight than 
that to press down one key of the new 
Royal Electric. It only takes three ounces 
to depress the carriage return key. 

It’s 13 times easier to do these familiar 
jobs on the new Royal Electric than on a 
non-electric typewriter. 

You do your usual quota of work with 
time to spare. Your fingers aren't dog- 


The Roy 





tired at the end of the day. Your letters 
look clean, clear and sharp. And how 
proud you'll be to see the boss sign them! 


Today’s the day to ask for an office 
demonstration and let the Royal Repre- 
sentative show you five other exclusive 
conveniences of the new Royal Electric. 


It’s made by the world’s largest manu 
facturer of typewriters...the people who 
build typewriters with you, the operator, 
in mind. 


Con ny. Dirtston of Roval McBee Co poration 


CY, 





electric 


standard « portable 
Royty pe 


busine ss supplw Ss 
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Get MORE SPEED! 
Try This PEN For Gregg Writing 


Doctor Gregg proved it first. Eve *y Gregg expert 

since has confirmed it. You get gmore speed and 
- °,° 

clearer notes when you use a pen i Gregg writing. 


And when your pen is made especially for Gregg 
writing, the difference can be truly amazing. You 
can prove it yourself. 


Next time you pass a pen counter, ask to try the 
“sterbrook Fountain Pen with the special Gregg 
Point (No. 1555). See how it speeds your writing— 
how effortle~ o use. Writes without pressure, 


THE RIGHT POINT FOR THE WAY 
YOU WRITE GREGG SHORTHAND 


Teache. 
—‘*Fact 


‘E Dictation Facts Booklet No. 6 
sould know about Fountain Pens.”’ 


' THE ESTERBROOK PEN COMPANY, Camden 1, New Jersey 


never skips, never misses. And every stroke, every 
circle, every hook is beautifully clear—easy to read, 
easy to transcribe because all strokes are uniform. 


Another thing: the special Gregg point of the 
Esterbrook Pen is renewable. Should you ever 
damage it, simply unscrew the old point and screw 
in a new one. All pen counters sell Esterbrook Pens 
and Gregg Renew-Points. Prices are most modest. 
Complete pen with No. 1555 point sells for about 
the same as your favorite home permanent. Extra 
No. 1555 Gregg Points are 50c each. 
Oe 
~ 2 « No. 1555 


SHORTHAND PEN 


MADE IN U.S.A 
CANADA AND 
ENGLAND 





